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MEMORANDUM FOR: Chief, Procurecment and Supply Office

SUBJECT i Guidence on Logistical Hatters ||| GGG

REFERENCE t Memo dtd 5 Dee 52 to DD/A fr C/0%M, seme subject,
and attachments

1. Parograph 4 of the referenced memorandum raises a policy
question relative to the suthorization for Senior Represcnbatives
to deviate from these policles. It is recognlzed that this 1s a
policy questlon, but it is desired, for the present, to allow the
policy to stand as written in the referenced material and awalt
experience with it in the fleld before making any change. To be
effective, this new procedure must provide for local determination
in exceptional ceses., If experlence shows that restrictions on this
authorlty are required, they cen be made at the time these procedures
are revised, as they undoubiedly will be upon the return of the Tusk
Force.

2. With the reservation for later policy determination, the
abtached draft is approved for pouching to ‘the Task Force.

/s
L. K. WHITE
Asslstant Deputy Director
(Administration)

1 Att - Lstd 1n Ref

cer c/omM

SECRET

Security Informatian

DEC 17185
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MEMOUASDUM FOR:  Deputy Directoy {fdwminiotration) 5 December 1052
SUBJECT : Cuidance on Logistical Matbers _ 25X1A

25X1A

1. Jn owder o provide puldemce for the Tuok Povee which

25X1A departed on 1 Decewber 1958, the abboched extracts
Trom Reguiation Ho. have been prepared on o tenbative bueis by the

Procuremant and Supply 28flce for trensmittal by pouch.

2. Wlth o very fev minor cxceptiocns the substantive conbent

25X1A of this tronemitial is o verbotim copy of that whickh you spprowved ag

Lgeney policy in Regulstion lo. lllon L Septeaber 3952,

Jo This wateriald, however, haes been copcwred o prior to
sterilization vith the fsaistant Divector {Inspection and Security)};
Comptroller; Gerersl Cownsel; Miditor-ln-~Chilel; Chief of administretion,
Deputy Divector (Plans); and the Chief, Il Pivicion. 25X1A

i, Yo have reviewed this melerial ln detell and for the most
part our suggestions have been incorporated by the Procurement end
Supply Oflice. There iz one shetement, however, which we feel we
should cell to your perticular aftenbion, in Paragraph 1, sub-paragraph
5 of the imtroduction which stetes “Senlor Reprepentatives are aubthorized
to deviate from these policles to the extent dictated by secwrdidy
requirenents”. Thls stuotement provides an extremely lurge loophole
for uge by the Sendor Hepresentatives should they desirve $o radically
deviate from the policies sel Forth, Its imclusion thereforz we think
is a wotber for top policy decision.

Wo Lo FEEL
Chie®
Organization and Methods Bervice

Enclosure
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security iaformation

NOV 26 . 2

MEMORAKDUI: FOR: Deputy Dirccetor (Administration)

SUBJECT: Procurenment and Supply hianual - Regulation I-:o.- 25X1A

1. As a result of study by this office, conferences with
and recommendations mode by the operating divisions, it is
apparent that certain revisions are reguired in Agency Regulation

No.Jlll - Procurement snd Supply ianual.,

2. In implementing these revisions, we have concluded that
two publications are in order - a Policy Hanuel and a Procedures
Fanual. We have prepared a revision of the material in Regulation
No. iy deletion of procedures and revision of policy matters
considered necessary, We hope to have a Procedures ifanual pre-
pared by 1 TFebruary 1953, at which time the revised Regulation No.

- and the Procedures lanual will be submitted for publication.

3. In the meantime, policy guidance is required for the 25X1A
Task Force scheduled to depart ||| N |} I o= 1 Decenber.
Accordingly, it is requested that the inclosed material be approved
in principle for interim policy guidance pending formel publica-
tion of revised Regulation lo. [

4., The inclosed material represents a complete revision of

Parts I, IT and III of current Regulation yo. ] 3%—epresents

25X1A

JAMES A. GARRISON
of Procurement and Supply

Enclosure

~ SEGRET

Seeurity Informating
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MEMORANDUM TO: Mr. Peel
25X1A FROM T Mr. -
25X1A ,
SUBJECT ¢ Rewrite of Regulatio "CIA Procurement and Supply

Manueal

1. The above subject material was submitted to this office for
our comment and/or concurrence at the request of the Procurement and
Supply Office.

2. While it is appreciated that this material was prepared with
the specific thought in mind of having factual sterilized material
available in time to be teken by the overseas team en route to the

25X1A
- on 1 December 1952, the menner in which it was prepared can,

in my opinion, prove extremely embarrassing not only to the Procurement
and Supply Office, but also to ourselves.

3. With a very few minor exeptions the substantive content of this
transmittal is a verbatum copy of that which has been approved by the
Deputy Director (Administration). Minor rearrangements in order of
text together with the exclusion of certain of the materials have been
made,with no apparent changes being made in the policy which had al-
ready been approved by the Deputy Director (Administration) on
1 September 1952.

4k, Specific items of question are:

A, Parsgraph 1. A, Estaeblishes among other functions

of the Logistics Office the use of Agency material. It is

flairly academic to appreciate the fact that the Logistics Office

has sbsolutely no control or determination of the use of Agency

material and therefore, it is recommended that the word "use"

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

be deleted from this sentence.

B, Part I, Section A. 1. does not completely coincide with
the mission of the Procurement and Supply Office as currently
approved. The words "storage" and "issue" have been deleted to the

/ detriment of the overall mission and positive reference is made for

/ /< \’ accountability of all equipment and supplies. It is highly

\ / improbable that the Chief of Logistics can assume accountability
of all equipment and supplies but rather, he can exercise supervision
of accountability of material.

C. Part I, Section B, 1. I. This paragraph likewise should
refer to supervision of accountability and responsibility for all
Agency supplies and equipment.

D. Part I, Section C, Agency Supply System. Slight changes
have been made in the breakdown of the composition of the supply
system from that which was submitted and approved on 1 September
1952. This item is not one of a serious nature inasmuch as

25X1A

determination of the number of elements- no doubt,
the motivating factor.

I E. The organization of the manual covered in Paragraph 4
indicates Part II contains the %lanning -&ctlon, yet individual
peges within this menual consistently refgr to Part II as
Coordination and gequiremeuts.

i F. Part II, Section D, Paragraph 2 covers the functions of
/ planning in relation to 'bh_ 25X1A

This committee has been dissolved and such notification will come
out as official action within the near future.

G. Part IIIL, Section B, Paragraph 1. C. (2). The word
-2 -
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S

"interested" is in all probability a typographical error and
should be '&}ontrusted".

H. Part III, Section B, Paragraph 12. Disposal of \/‘/
accountable records does not clearly indicate what should be ac-
complished.

I. Part III, Section C, Paragraph 3. C. This paragraph
states that all property for whach there 1s a recurring demand \/ ,,
w1ll be identified with the Stock Number. This 1s in contrast

25X1A to Regulation [l vhich states that all property will be i1dentified
with the Stock Number.

J. Pert III, Section E, Paragraph 2. A. (4) Title should
read Assistant Director for Communications. (6) Title should -
read Chief, General Service,

K. Part III, Section F, Paragraph 3. C. This paragraph

states that the Logistics Office will arrenge transfer of govern-

L. Part III, Section F, Paragreph 2. It would appear that

v

the words "Agency assets" might be misconstrued to mean monetary

.-3-
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asgets as well as material,

M. Part III, Section I, Paragraph 1. F. Surplus property
is that which is surplus to Agency needs and it may not be possible
to authentically state that such property 1s not required by any
government Agency.

N. Part III, Section I, Paragraph 2. B, The phrasing of
this paragraph would permit an accountseble officer to execute
& certificate to relieve himself of accountability.In contrast,

25X1A
Regulation . permits such disposal by certificate of distruction

they determine essential. Monetery limitation of $100. per

/ to the proper Jurisdictional Board of Survey for such action as

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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SECURETY INEORMATION
4

TOREWORD

Roguiation [ "CI. Procurement and Supply Maawmil eitehlisher 25X1A
the provuremeat azd supply policies of the lLgsnoy, This ma.imai

is published for informetion, guidance and complinanoce of 23

concernod. Pold:ies on Real Egtate and Qomstruction, and Trense

portetion will %a included at a later date.

FOR THE DIRECTIR OF CENTRAL INTELLIGENCES

WALTER REID WOLF
Deputy Director
(Administration)

25X1A

\

SECRIT
SECURITY IHFORMATION
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SECGURITY DMFORMATLON

S ' TNTRODUCTTON

1o PURPOSE

! Ao The purposs of this manual is to estoblish Agoncy policy Lor the
' procurenent, distribution, accountlng for, contrel, arer 2l dloposol,

i of Agoney meterial, ISsuAavce

' B, Excepl ag ctherwiso stuted horoin, the policles prascribsd in this

: directive bscome offsctive upon publication, Senler Representalives
are authorized to deviate from these policies to the axtent dicetated
by seourity requlremonts; otheruise, un deviationz oy ereapbions will
be permitisd arcopt by the specific authority of the Dspuly Divestor
{Adwlndstration Hithin the limitetions imponsd by cocurity con-

25X1A  gideration ageounts wili be operated under the policies

anpressed In whis wanvale E '

20 RELATION 70 FATSTING TNSTRUGTTONS

Ao 3o far as practicable, all policy matiers concerning procwremens

end supply which are move or less permencnt in apelieaiion and which

are issued by authority of the Deputy Director {Administration) will
. be contained within thls manusl,

B, Poliey empressed in this memunl will guperceds adl edsting cone
flicting directives,

,i ' C, Subsequeni changes in Agency policy and direction reflccted Ly

Adminlptrative issvances will be reflected by changes, additions, ov
deletlons, to this manual, ‘

3o GHANMELS TOR SURMISSTON OF PROTOSED REVISTONS AND. AMENGIENTS

4o Dgeney activities will submlt proposed amendnemts or revigions
through channels to the Chief, Logisiics Offieo. Proposed amendments
or revisions will be revieved and, where publication is dsemed ap=
propriate, tramsmifted to the Deputy Director fAdainistration) for
rovlew and subsequent publication. If revision or amendment 15 tome
gidered inadvisabls, originsting component will be advised of reason
therefor, : ‘

4o QRGANIZATION OF THE WANUAL
A, The CIA Procuvement amd Supply Mamiel is published in four parts,
(1) Part I - Genoral )
(2) Part II « Plemning
(3) Part IIT - Supply
(4) Part IV .. Purchase

SECRET
SECURITY INFCRMATION
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SECURITY IHFORM.TION

B, Tach Part will be divided iute Sections correspomilng to those
raferenced in the Part ontline;, and Sectlons will be in mumerical page
sequenty,

C., A1l revised pages will bo identifiod by the manunl title and regulae
tion number, Part number, Section, und date of publicetion,

Do In order that chenges may be identified more specifically, a bracikot
will precede and follow each new or revised portion of all vevised
pages furnished with the change,

(1) A double bracketL | will indicate that pertion which has
been delaoted., When changes are too muwerous to identify indivie
dusl, chonges within o paragraph, o bracket wlll precede and follew
the entlre paragraph. .

{2) If a bracket follews a paragraph mmwber, 1% Indicates that
the body of the paragraph has boen chenged, If it precedes a
paragraph mmber, 1t indicates that a paragraph has been added,

(3) Whem the pages are again roviged, previous brackets will be
dropped and nev ones indicating new changes will Ve inserted,

SECRET
SECURITY THFORMATION
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PART I = GENERAL, SECIION A - MISSION OF THE IOGISTICS OFFICH

I, MISSION

The Chief of Logistlos if responsihie for the bLgency procurcnent, dige
trlbution, and accountebility of all equipment and supplies; for trenspor-
tation of parsomnel, equipmunt, and supplies; for meeting resl estate amd
constructlon needs by purchise-or-othoruise; and for the coordination and
campilation of forscasts of requirements for loglstical - support, fer—tho-
-ower=all-aotivitiess-

e
$ l\,,l.hxt

™~

I-4

=

SECRET
SECURITY INFORMATION
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PART I « GENERAL, SECTION B » FOUNCTIONS OF THE IOGISTICS OFFICE

o XINCTIONS
The Chief of Logistics shalls

A, Davolop, recommend, and lwplement programs, pelicies, and proces
dures for the loglaticol supvort of all CIA activities, :

«)‘-_\M\\‘: e b Y “ -
Bo \(\gz'mride: tochnlcal guidance as necessory for the procurement of edl.
materials and supplles dotermimsd necessary for Agency activities,
direstly or by contract, from commersisl, milituzy, and other Govermment
sources,

Co Negotiate with officials of other Govermment orgainzations agree-
mente to imsure that CIA logistical vequiremenis are mot on & timely
basis, ' '

D, Provide necessary coordination to compile requirements for equip-
ment and supplies essential for Agemey operatioms, inalvding develops
ment of supply programs, stock levels, production capacity requirenenia,
and controlled materlals program requirements,

25X1A

Ho In collaboration with operating offices councerned, provide for
golection, assigmment, indoctiination, training, and votation of
loglstles parsomnsl for whom tachnical guldenes is requirsd.

I, Assums, on behalf of the Director of Central Intelligence, accommta-
bility of awd responsibility for ali~Agency supplies, equipment, and 25X1A
real estate,$e—include-tke Haovesl.o and implementabion-oF regulations
and procedures pertalning to aceounting system,
A

Jo Coordinate all phases of logistieal support and assist as required
in the preparation of loglstical anmexes for opsratiomal plans,

I-B

]l a

SECRET
SECURITY INFORMATION
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PART 1 « GENERAL, SECTION D = BONDING OF PERSOWNEL

Lo DEAUTREMENTS

Tho Chief, Logistics Office, may require personnel enmgaged in PrOGUIres
ment and supply activities to give bond with sufficiont suroty for the
falthful performance of their duties onm an individual busis, These duties
may include appointment as Accountable Officers for public propexrty, or
being intrusted with the duty of disbursing or handling of public funds.

PAYMINT OF PRIMIUMS OR €OST
Payment of prmniuins or cost of surety bonds will be mode by the Agenuy

Comptroller or his designee, as suthorized, in accordunce with Public Lew
110, 8lst Congress, Socilon 10 (a), ‘

2

T-D
.

SECRET
SECURITY TNFORMATION
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PART XX - COORDINATION AND REQUIREMENTS

SECTION
A, Authority
B, Basic Policies
C. Responsibllity

1., Coordination and Requirements Staff, Logistles Office
2o Orpanizational Cemponents

D, ldmison for Logiatical Support Planning
1, Project Review Committes
2, Covert Coordimating Cemmibiee
3o Controlled Materiel
Lo Iotra - and Inter«dgency:
E, Consolidation and Transiaticn of Requirements
1, Availability
a, Soures
bo Time Faators
¢ Substitutions
do Market

2. Doller Value
3. Purchase Aetion

F, Establishment of Stock Levels

SECRET
SECURITY INPORMATION
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PART II - COORDINATION AND REQUIREMENTS
SECTION A = AUTHORITY

1, AUTHORITY

The Chief, Logistics Office, or his authorized dolegates are respons
sible for the coordinmation amd compilation of Ageney reoquirements for
-equipment, supplies, and services required for Agenecy logistical support,
based on operational plams, . ‘

2. DEFINITION

. Requirements iz that term applied to the quantity, clase, end items of
supply and equipment which are essential to the support of the organizutional
camponents in the fulfillment of their responsibilities toward the overe
all mission of the Agendy,

II - A
-1
SEGRET
SECURITY INFORMATION
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PART II = COORDINATION AND REQUIREMENTS
SECTION B « BASIC POLICIES

1. BASIC POLICIZS

The Coordination and Requirements Staff, Logistics 0ffico, recormends
Agenoy procurement and supply policy throvugh the medivm of eoordinstion
with the orpemizational components to cnsure complote and adequate Jlogis—
tical support. These include the followings :

a. Assistance to ths organizational components in the development of
thelr materiel requirements,

b, Technleal advice and guidancs, with rogord to the capabilities and
capecities of equipment to mest determined operational requirenenta,

x>  Recommending such standardization as is possible in the coordins-
tion and compilation of materiel requirements,

II =B
ol -

SECRET
SECURITY INFORMATION
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' . SECURITY INFORMATION

PART II « COORDINATION AND REQUIREMENTS -
SECTION € = RESPONSIBILIVY

]

RUMENTS STAFF, LOGISTICS OFFICE

1 The Coordination and Requirements Staff, in coordinstion with other

; components: of the Logistics Offics, determines the adequacy of Agency

; supply facilities, together with sources of materiel, to cusure thal Agency
1 requirements are met in conformity with time schedules established by

;’ oparational activities,

2, ORGANIZATIONAL COMPONENTS

&, Organlizational components of the Agency will gemerate and submit
their estimated requirements to the Coordination and Requirements
Staff, Loglstics 0ffice, for compilation to ensure the proper pro-
gramming of all equipment and suppliss,

b, Forecast of estimated reguirements willle submitted thirty (30)
months in advance, dating from 1 January of the fiscal year preceding
the reporting period, o

Examples Estimated reguirements for the Fiscal Years 195/ and
1955 will be sultmitted on 1 Jenuwery 1953,

Confirmation or revision of the first yesr’s estimated requirements
will be submitted quarterly, and the secomd year's ostimoted regquire-
mentg will be confirmed or revised semiammually,

¢; Reguirements will be submitted using correct commedity classifie
cations, stock mumbers, item descriptions, time schedules, authority,
and degree of sterility,

d, Requirements lists will consist of segregated grouplngs separated
as follows:

25X1A
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PART II o COORDINATION AND REQUIREMENTS .
SECTION D - LIAISON FOR LOGISTICAL SUPPORT PLANNING

1, PRQJECT REVIEW COMMITIER

Technical guidance and assistance is rendered orgenizational ¢ompenents
in support of project submissions to the Pro%ect Review Committee, contalne
ing requirements for supplies and cquipment (in accordance with CIA Regulas

tion No. .- . 25X1A

/
" Ro > LOORDAN lyGr GONUL 2 AL / ‘
‘ X be docried essentlal in thé devélopment /
off requirg and’ ent of maté¢riel neeﬁ): in sppport/of gpe :
projects, ordinatlon of sveff s w-lth( organigationg] ants. ;

3. CONTROLLED MATERIFL

Ths Coordination and Requirements Staff ensures through the mediuvm of
nateoriel analysis am adequate allocation of eritical and strategle materleld,
by the development of such allocations through liaison with the Munitions
Board end the National Froduction Authority,

4o INTBA e AND INTER-AGRLGY

" Conducts liaison escential to the faxmulation and fulfillment of re-
quirsments for supplies essential for proper and timely Agency logistical
support, T

II-D
-l e
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. PARY II = COORDINATION AND REQUY "EMENTS
SECTION L ~ CONSOLIDATION AND TRANSLATION OF REQUIREMENTS

AVATLA

L

Availability conslsts of those determining factors vhich reflsct the

prasent of future potentlal receipt of the materiel required,

&, dSources of mmriél moy be elther domestic or foreign cnd are detere
mined after consideration of such matiers ass

(1) Existence of required materiel,

(2‘)‘ Capabilities of manufacturers.

(3) Availability of eritical materiel,

(4) Costs of supplies and equipment,

(5) Securlity aspects.
bo Time factors are those elemenis of coneideration which mmst be
evaluated to determine fulfillment of requirements, i.e,, manufactur-

ing and shipping lead times,

¢ Substitutions of items of materiol will only be considered and
rocomuended vhere requirements eommot be met due to nonavallability,

do As a guide for techuical assistonce to organizational componenta
of the Agency, the Coordinution und Requirements Staff mainteins com=
prehensive records and logistical information on current and future
potential sources of equipment and supplies,

DOLLAR VALUE

Assists ths organizational components of the Agency in the translution

of their muteriel requirements into current dollai value.
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] a - PART II COORDINATION m\m REQUIREMENTS
: SECTION F. o ESTABLISHMENT OF STOCK LEVILS

1 1. The Coordination and Requivements Staff, Loglstics Office, analyzes

| requirements for indication of trands that might affect fuiture procurement,
! and develops experlence factors, which may be used as guides in the deter
; nination of stock levels to. be maintained.

1 2, The Coordination amd Reqiirements Staff maintains a current analysis
$ and evaluation of current marke"c #rends having an effeet on prosent or
g ‘ future purchases,
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CONTLERTS
PART III « SUPPLY

Goneral

Accountability and Respbnsibility
Stock Catalog |

Stock Lovels

Requisitioning

Distribution and Transfer of Property
Audit and Inventory

Issue and Use of Govermment Property
Material Disposition

Boards of Survey

Repozrts

oo

e
AL
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PART. IXT »~ SUPPLY, SECTION A - GHNERAX

1. PURPOSE

Part IIX prescribes Agency supply poliey, A& supply procedures mapunl.,
based on policles stated hereln, will be published. That menusl will com
tain detajled procedures for supply operations, Agency wide. Muc]

2, FO

The policy mamwsl will prescribs the Lypep of forms to be ussd. The
procedures mamel will contein gemple forms,

25X1C
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v PART XX = SUPPLY, SECTION B .
PUBLIG PROFERTY ACCOUNTING - ACCOUNTABILITY AND RESPONSIBILITY

1. DgF INITIONS
A, ACCOUNTABILITY
The obligation of an individua) officially designated to maintain
a formal record of Govermment property on a preseribed stock record
agcount system, which is subject to auwdit by officially designated :
audltors, . : ;
B, ACCOUNTABLE OFFICER |
An individual designafed to maintain dccountability ard charged |
with pecuniary responsibility for the proper discharge of his responsie ;
buiti@sn ’
C. RESPONSIBILITY

(2)

The obligation of an individuel for the proper sustody, care
and safekoeping of Govermment property under his supervisiou,

(2) Zndividuad Rocponsibility

The obligation of an individusl to whom property has been
: who, by virtue of persopnl possession, 1s spuci-
fleally charged with its care and safekeeping,

~ jufeosked

D, DISPOSITION

The issué;, transfer, sale, salvage or other authorized action of
-accountable officer in relinguishing possession and control of Goverae
ment property, ’ . ’

E, PROPERTY CLASSIFICATICH
(1) Real Property - Land and interests thereinm, leaseholds; builde
ings and improvements, emd appurtenances thereto, It includes
plers, decks, warshouses, rights-of-way, and other ea sements, whether

* temporary or permanent, underground conduits and essociated mapholds,
utilities systems and. parts thereof, and all other improvements
permanently attached and ordinarily comsidered real estate, It .
does not, include machinery, equipment, fixed signal communi.oation -
systeus, ote., which may bs severed or removed from buildings withe

_out destroying the usefulness of the structures, :

III = B
w ] e
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i (2) Installed nrovariy - Moveble things, such us equipment, =
' paratus, appllances, fixtures, machinery, etc., which bave beep
: fixed in place or atteched to real property, but which may be
gevered or removed from buildings without domaging or destroying

the usefulness of such buildings or sitructures,

FR

| (3) ZPersonal property - All raw materisls, commodities, mamye

? factured articles, transportation units, and unit assemblages, and

( units of squipment procured, stored, or issued, which bave mot

; bacame real property and which have not been instulled so as to :

| s bacome an integral part of a building or structure, Personsl property
is herelpafter referred to as property, material, suppliss or ltens.

(4) Expendsble property - Supplies vhich are consumed or loses--
identity in use, Also included ara those ltems sbeh as spare and

repalr partg vhich are used to repair or complete other articles,
and thsreby lose their separate identity, sund material used in
manufacturing and for testing (not including testing devices) and
experimental purposes, Supplies will not be comsidered as expond-
able unless speclfically authorized by the Ageney Catalog,

(5) Nonexpendable praperty - Supplies whichare not consumed and
which ordinarily retains its separate and originel identity during
the period of use, i.¢,, vehicles, mechines, tocls, instruments,
ste. :

¥, STCCK RECORDS

A formal record meintaine by an accountabipe officer on prescribed
forms in the prescribed manner, showing by item ull transactions affocte
ing the stutus of riovernment property, and supported by files of dogite:
nents (Vouchers) vsed in such transactions,

G, VOUCHERS

Documents used in transactions affecting accbuh'tabilityo Igsue
Slips, Shipping Documents, Receiving Reports, are examples of documents
which become Veuichers. ‘ :

2. ACCOUNTABLE OFRICER
‘ 25X1A

An accountable officer will be designated for. .
the purpose of assuming accountability for age . - age Or
in use or in possession of others to whom it has been entrusted for uwse
or custody. The accountable officer will assume accountabllity from tims
of receipt until relleved by an action listed in poragraph 8 below., The
accounteble officer will also assume acecountability for public property
found abandoned or recovered from unauthorized users,

3. DESIGNATION OF ACCOUNTARLE OFFLGER

A. The Chlef, Iogistiocs O0ffics, will designate accountable officer{s)
for Headguarters,

i1 - B

32—
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- 6, PHQPERTY ON LOAN
Aecountuble Officers shall mointain a separate record of all property

which has been loaned to the Agency by individuals oups, othexr branches
of the United States Govermen'tﬂ’

7.

A, Yhen relieved of accountability, accountable officers will turm
over to successors all property for which they are accountable, include
ing the records, forms, files, receipts, and equipment within thelr
sphierea of accountability, .

B, Under ordinary eircumstances, accountabie ofileers, when tuzrning
over accountability to a successor, will be rolieved of accountability
upon the exscution of & certificate stating that as of a specified date
and a specified voucher mumber the account is true end correct to the
best of his knowledge and belief, If deficiencies are subsequently
digeovered within the realm of responsibility of the former accountable
officer, the incumbent accountable officer will resolve ths ‘deficiencles
to the extont possible. Deficiencies which cannot be resolved by tho
inoumbent accountable officer will be referred to the former accounte
able officer for correction. Accountable officers agsumlng accounta~
bility from a predecessor will certify that as of a specified date

and voucher number he has aseumed accountabllity.

Co VWhen upon the assumption of accountability there is any roason 4o
suapect misuse or misappropriation of property, non-compliance with
regulations or other such conditions, & physical inventory will be tolten
to the extent deemed pecessary by the accountable officer’s superior,

In these eases the accountable officer being relicved will moke tho
necessary adjustments before accountability is tramsferred.

8, RULIEF FROM ACCOUNTABTLITY

Ao Apcourtable offisers will terminate accountability when matoriql
is transferred to amother accountable officer, issued for immediate
use (expendable materiel only), disposed of as ungervieeabls, entered
.on a Survay Report, or an approved Inventory Adjustment Report,

B, The Chief Logistics 0ffice or Senlor Re regentatives mey authorize
ternination of accountability under the following speecial eircumstamces:

(1) When materiel is to be located in an area in which the United
States Military Fovees have been authorized to drop accountability,

(2) When unforesesn situation arises rgquiring the immediate abandon-
ment or destruetion of materiel,

(3) When materisl is lost, destroyed or damaged beyond repeir as
a rosult of the action of a foreign goverrment, group or individual
providing such loss, destruction or duniage did not in apy way resuli
from the willful aet or negligence of any representutive of the

o S Govermment,
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2.

(4) When materiel is requirsd o be used as & medium of exchange
provided such oxchange is of benefit to the United States Govermment.

(5) Materiel to be assambled and held for operational projects,
When agecountability for project matsriel is termineted, regnonsihla
individuals will maintain jacket file records showing quantity and
. location of materiel,

ACCOUNTABLE RECORDS

Agcountable officers will maintuin the following basic records for the

purposes stated: '

104

Ao Stock Record Cardst The basic instrment of stock control, a separate
card will be maintained for each line item of materiel invelved, Stock
record cards will show by line item and voucher mmber a rocord of sach
transaction affecting aceountability., They will also show a record of
materiel "Due in" to the accountable officer and a record of ‘matericl.
"Dus Out" to operating elements, :

B, Voucher File; BRach receipt, issue, shipment or other action
affecting accountability will be recorded on g prescribed form and will
be oonsidersd accountable vouchers, Vouchers will be numbered conseee
utively beginning with each fiscal year. Except where otherwise speci.-
ficelly prescribed, cach entry on a voucher will be posted to the Appli-
cable Stock Record Card, All vouchers will be filed in the voucher .
file in mmerical sequence, A Voucher Register will be maintained in
conjunction with the voucher f£ile, Issues of nmaterial rurchosed loeally
for immediate use und of o non=recurring nature need ot be Losted to
the Stock Record Card., A eertificdte on copy of Recelving Report signe
ed by the user will suffice,

C. Memorandum Receipt Files: A record of non=expendable property in
vsey hereafter referred to as "Memorandum Receipt Property,™ will bs
malatiined by the acsountable officer, This record will .consist of a
copy of each issue document snd turnein document amd a preseribed form
for recording transactions, Accountable officers will igsue a consolie
dated memorapdvm receipt at least sexi~annually to Gach responsible
offiger, and upon changs of respenslble officers, Consolidated memoran~
dum receipts will list all property properly chargeable. Responsible
officers will werify consolidated memorandum receipt quantities by ine
ventory of property on hand, take proper setion on shortages and report
overages to the acecountable officer, Responsible officers will maine -
taln a rocord of Mamorandum Receipt Property in thelr possession,

The follm-ring; fo:rms are the basic documents used as Veouchers to Stosk

Records Accounts:

A, Issve Documsnis A document for recording issues of meterial from

. aecountable officers to responsible officers or operational components,

Noa=axpandable eguipment will be issuved on Tssue documents with the

III « B
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term "Memorandum Receipt" stamped or otherwise indicated on the form,
Accountability will not be terminated when non-expondable matorisl is
lssue? on Issue documents (except as preseribed in per 8 Seg B),

B. Turn~In Documents: A document for ‘recording turn<in of material
from responsible officers or users to accountable officers, Turp-in

' Doouments indicate actions which are the reverse of those recordsd on
Tssue Documents,

C. Shipping Document: A document for recording  .:nsfers of materisd
between accountable officers,

D. Receiving Report: Document prepared by decountable officers to
record receipt of meterial obtéined by procurement action,

E, Inventory Adjusiment Repart: A document used to adjust operational
losses discovered in imventory of accomutable officerls stocks, Invens
tory Adjustment Reports used for this purpose must be signed by the
Accountable Officer and approved by his superior., The Accounmtatle Officer
and approving authority will @ssure that the usé of Iaventery Adjustment
Reports to adjust inventory discrepencies is not abused, The Inventory
Adjustment Report will not bo used to adjust digcrepanclies in property
issued on Memorandum Receipt. Inventory Adjustment Reports may be

used in verious administrative transactions not affecting. accountebility
such as changes of stock numbers, nemenclature, ate.

Fo Survey Reports Survey Reports (or Report of Survey) are documemtbs
used to termimate accountebility for property lost, destroyed or damaged
under quéstionable circumstances. (see Seg J)

11l. ACCOUNTING "SPOT CHECKSY

To discherge more fully his responsibilities for public property, the
Aecountable Officer will require contimuous "Spot Checks" to sssure the
pbservance oOf proper-eare; uSe,. handling of and accounting for aupplien
pertaining to his supply activity., 9Spot Checks® will consist of inventory~
ing and checlking the Stosk Records Cards of a list of items {aelectegl at
random or because of value, difficulty of supply, otc.), verifying the
postings on Stock Record Cards against corresponding figures on approprigte
documents and vouchers to the stoeck record account, and exemining the gemeral
condltion of the agecount, If "Spdt Checks" reveal irregilarities or ime
accuracles, appropriate authority will determine the extent and cause there-
of, and will instigate corrective action as required vnder the circumstances.

12, DISPOSAL OF ACCDUNT@A LE RECORDS

D;s@\"""" &~ Inactive Stock Records and Vousher Files vill be made after final
audit and will be in accordamee with the Agency Records Disposal Schedule.

13,

Sensitive and Expensive equipment which bear,-_s/ serial mmbers, such as
typewriters, weapons, cumeras, watches, etc., will be accounted for by
serial mmber when issued for ysa. This will be accomplished by recording
the serial mmbers on Issue Documents and Turpein Documents,

II1 - B SECRET
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" 14o  AGGOUNTING FOR AUTOMOTTV: V. HIGLES

Ao o addition to maintaining regulsr Stock Record Cards for each
model, make, and type of automotive vehicle, an ipdividual Autcmotive
Vehicle Record will be maintained by the Accountable Officer for each
separate vehicle. This record will contain the meke, model, type,
chassis mmber, original cost, date of purchase, motor number and the
panme of the individuel responsible for the wvehicle, and a list of the
accassoriss attached to the car,

B. The Chlef. Loglaties Office, will acoount for all Coveroment owned
veticles %o whioh em individuvel or organlzation holds title apd will
maintedn, in addition to those records shown in A, above, & "Poclars.

/ tion of Trust® properly euthentlcated and signed by the responsible
in&iﬁdUElSu

’

15, UNCLASSIFIED DOCUMINTS AWD FOREIGN BOUND BOOKS AND PUBLIGATIONS

The Chief of the Agency Library is accountable for all unclassified
boumd books and periedicals obtoined by purchase, with the following ex=
ceptlonss

A, Desk dictionories, Goverpment manuals, style manuals, and such
publications listed in the CIA catalog,

B, Readily available Epglish languoge pericdicals and newspapers
which are not designated as Qffieis) Librawy Coples.

C. Books ond pericdicals acquired by demestic end foreign field
activities, '

D, Publicatlons purchased for tﬂe Geograpﬁic Divigion for the purpose
of forelign exchange,

‘BEo TPubllcations iasued_ 25X1A

16, RESPONSIBILIZY

A, Regponalbility is charged to any individual to whom public property
has been entrusted and whe is charged with its care and safekeeping,
whether in use or im storage, Responsibility arises from poasession,,
or supsrvisory responsibility over those who are in possession,

Bo The terms "accountability® and "responsibility® are not synonymous.
Accountability is assumed only by officially appointed individuals.
Responsibility fulls upon anyome charged with cars of Govermment properiy,
An accountable officer is bobth accountuble and responsible for property
in his physical custody. He is accomntable for but nol responsible

for non~cupendable property ia use by responsible imdividuals, He is
neither accountable nor responsible for expendable materlel which he

bas issued for immediate use, Responsible individuals are responsible

' for all materiel expendable and nonwexpendable in their custody or

under their supsrvision,

7l -3
@ T -
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Office Hemds ars requirad to insure that property within their raspoc‘bive
offices is properly safeguardod, handled awd mnlnta.lnoda and ‘that there io '
no sccumilation in excass of actual needs,

18, %.ﬁfwwﬂﬂmmi

Senior Representatives of the Director of Central Intelligence are
requirsd to ensure that serviceable property, for both supply end operatiomal
purposed, is aveilable for those sctivities under thelr jurisdictionss

serviceable conditlon, and that it is properly cared for emd used; and
equally importemt, that there is no accumulatlon of property in excess. of
authorized levels, allowances, or nocds.

A-person in churge of a specific activity is responsible for ail
property pertaining to that activity, whether he raceipis for it or not.
It is the duty of this individual to attend personslly to.its security and
to supervise such troansactions himself, or cause them to be supervised by
compatent personnel. He has the following respensibllities in commactiom
with property.

A, Have in his pogsession, in serviceable conditiom, such artigles
of authorized equipment as are reguired for the proper periormance
of the assigned mission of his activity and uhich he can propav'ly
maintain, safegrard, and employ.

B, Determine, by frequemt iuspecticns, that all articles of equipment
ocn hand are complete and serviceable, .

C. Inpsurse that all persons under his jurisdictlon are properly i
strueted in care, use, and maintenance of property, and rigidly enforde
‘such instructions,

D, Maintain recerds of recelpts and issues, whem prescribed, which
vwill reflect at all times the status of all property for his activity.

E, Heve the necessery action taken as hereinafter prescribed im the
cane of loss, demage, or destruction of property for which he is re-
.spensiblas

P, Designate one or more autiorized repre;(sentatwe(a)g if required,
to receipt i‘or properfbyo ‘

Il = B
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G. Heve all property in exceass of authorized allowances, lovels end
needs turned in to ihe appropriate JAeccountable Officer.

21, RELIEF TROM RESPONSABILITY

When a responsible individual is relioved from a position, he will
vithout delsy, turn in property for which he is responsgible or transfer ib

to an authorized successor, and effect tlement of his responsibility.
T4 will be the duty of sach Office Head to oes thet
settlanent is effected bofore the departupe of the indivi o Aoy properly

not transferred to a successor will be tuken possesaion of by the appropriate
Accountable Offleer, whko will issue u credit for such property and furnish

& copy thereof to the individusl., If ghortages are found to exist, or if
“damage (not the result of fair wear and tear) is discovered, the Accountable
Officer will advise the person concorned, wvith a view to obtaining an cdjust-
ment, If no adjustment can be effected, the matter will bg turned over io

a Board of Survey, which will f£ix responsibility.
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PARY TII w SUPFLY, SEGTION G = STOCK GATALOG

Lo AYTEORIIY

The Chief, Logigtics Orfice, will be responsible for the development:
and mintenance of an Agency Supply Catalog inm accordonce with Public
Lavs 152 avd 75, Slst Congress, aand such govermmentul directives as have
heen or may bs issued, . .

2 MISSION
Included in the above responsibilities are:

‘A, The conversion of data pertaining to items of supply into memes and
deseriptions suiteble for use in the Ageney Supply Catalogo

Bo The maintenancé of such liaison with Covernment agencles and commercial
firms essentlal to the development and meintecence of Agengy Supply
Catalogs. : ' 4

Co The developmeht of a steck clessification system uwsing, vhen available,
2tem mames, descripticn patierns, and item descriptions prescribed by

?(hm:&%%gna Board Cetalog Agency (MBCA) and Amerigap-Britdsh Classificatiom
ABSG) o

D, The méintemance of such records and statistics as .ay be necesgary
for the accomplishment of the above and for such imformational uses 83
ars required, '

3, EOLICY -
A, Agency Catalogs and revisions thersto will be ‘the sole source of
property elagsification for such items as are contained therein.

B, All orgenizstiovsl components of the Agenoy will use the Supply
Catalog to emsure the use of correet stock mmbers and descriptions
in preparing reguisitions. '

C. All property for which there is a recurring demand will be identlfied
with a gtoek munber aend proper description, which will be assigned insofar
as possible in conformance with procedures established by MBCA, by tim
Catalog Braneh, Supply Division,

Do The cldssification of property as tc expendability or non~-oxperdability
will be as preseribed by the Munitions Board Catalog Agsncy. The ex=
pendable or nomsexpendable status will be shown in the Agency Catalog.

E, Hegulated items will be so indicated in the Agency Supply Cataloge

I - C
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PART TII = SUPPLY, SECTION D « STOCK LEVELS

1, Stock levals are authorized or diretted quantities of materiel to be .
maintained on hand and on order in anticipation of issue demands. Levels

‘of consumable materiel, on which valid consumption or usage data has boen

obtained, are normally expressed in terms of "deys of supply" vhile levala
of non-¢onsumable materiel, such as fixed equipmont and specilal iteus are
normally expressed ln terms of fixed quantities by unit of lssue,

2, Stock lavels consist of two aggential paz'ts which ares
A, Stockage objective, the amount of materiel to be malntained gn mmo

B, "Pipeline time" or "ordering-shipping time", the averuge time which
olapses batween the ordering of materiel and recelpt. Plpelins time
variss in apeerdonce vith distance from source of supply and other such
factors, . Pipeline time has a direct effect on stock levels, but not

on gtockage objective, The pipeline tiwe expressed in duys of supply
repregents the quantity oi‘ mnterial which should be on order at all times,

3. Safoty Stock Levels are levela of essential material established to
insure continued operations during minor intorruption of normal replenishment
or unpredictable fluotuations in supply demand,

4o . Standby Levels are levels of vitel materiel established whea infrequent

- uge wonld not otherwlae Justify the astabl:.ahmen‘i. of levels, and the lack

of which might. cause perious consequenceso n:camplec Parts for fire fighte
ing equipment, .

5, Seasénal Levels are lavels of material having saasonal vse guch as fuel
for space heating, winter clothing, ete, Seasonal levels must be givem |
careful gonsideration in order to have required matex:la.l available when naeedad,

6, Strateglc Levels are levals specifically authorlzeca or dirsctad for
future possible or as emergency reserves.

_ Strategic Levels will pot be cone
stdered a part of the acwmal stock levels of_ ' 25X1A
7. BASIC c,.%gx |

Follomng is the Agency basic policy concorning esuablishment and madne
tenance of stock levels contingent upon availebility of fupde apd storags

facilities.

A, The Chief. Logiotlcs Office, wlll direct the levels to be established

Bo  Bxcept as otherwise s ecifically authorized by the Dirsctor, the
glockera g_bjg_gm will not exceed 180 doya,

c. Except as otheruls acifically authorized by the Director, the '
gtocktapa obleetive will not exceed 60 days,

III--D
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D, Except as specifically authorized by Senlor Representaiives,

wlll not aestoblish stook levels for nomweapendable cquipment {Ecquipment
in use does not constitute a part of atock levels).

B _will determine "pipelime time® for apecific
1tem based on experience and forscast, The stock levela for it 11
vary according to varistions in pipsline time, Lxamples W 25X1A
maintains a stockage objective of 60 days supply of a certaim item,

The pipeline time is 120 days, therefore, the stock level is 180 days,

with genorally, 60 days stock on hand, and 120 days stock omn omder.

Se Reprus periodically review "pilpeline” datn usbd

by :

F, Senlor Representatives may authorize establishment of Safety Level.s
and Standby Levels within the limitations of pard, b and Te, above,
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1. GREHERAL

Ay A v ul=x~ tion ds a document whereby componente of tha bgeney, ;
raquest material from subhorized sources of :

25X1A upply. (ALso see Sceetion H, quue and Uso of Govermment Property). ‘
Be Agenoy components are sw Mrouzerl to reguizition maverial withdn !
the preseribed allowances sel forth in cw . Budget Appropriations, !
Tehles of Allowances, Tables of Foulpmeat, Matordel Allouence Lists,
or other published allovance avthordiiy. '
25X1A [+ are euthorlzed to inltiate requests fer

nateriay, tX rough proper chammels, eand sush anthority mey be delegated
W Acecounteble OFfficers,

B, Supply agencles will furnish all componenis of the Agency within
thelr respective sphars of supply rcs‘apcmqm.l;:ml by with instruetions ag
Lo ihs proesiures governing reguisitioning of matorisles

2o APPROVAL

A Headquerters quu; gltlons for the followipg LrpoJ of materlels will
b forwarded through the 0ffice indicated below For technieal oidanee
. mel/m’ approval prior to lasus by the Toglotles Offlcs.

‘e«L) Rxoertivo Furpiture » Authorized for Assistant Dizestors,

- Offies Heeds, their Lmedlate steffs, grade (S-15 and above, ard
supperting secretarial staffs, Approvol by Chief,linglutics
Officao . . ’

(2) Ordnance Supplies and Equipment - I7 willlsed in the Deparie
mepial area. Approval of Ckiel, Tnsm::z’mfm 2ad mem”iefy Offlcoa

{3) Surveillence cnd Photographic Bquipsend o Appmm.’_i. of Chiof,
Teehnioed Services O*F"”wea A B

(4} Gemmunications Supplies and Fquipment « Appreval of Awsis want
Pirector o0 Comunieaiions %quag,mzrb-

(5) Medical Supplies o Eqiupaenm « Approvel of Chiaf, Medlcal .
Staft,

n Genen.p,\ Senwccs
(&) t{em"oduet.'.oa T’quipmozx‘b w Approvel of Chief, “dutndstmetire

& 34 vt

{7 Buminess ¥zehipes and Equipment and Forms not previcusly
approved, < Approval of Chief, Orgam_wbim. and Mothods Servies,
Cffics of tha Compiraller,

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




(8). Internal Security mgwipm
and. Spcurity Office.

(9) Rosearch and Development Items « Approvel of Chief, Technical
Services Office. |

A,  Roquisitioning agencies will make overy effort to utilize standard
items before requesting non-stendard and norgatalogued material,

(Seo Section H, Paragraph 2, for authority of issuing agency to make
substitutions),.

25X1A

III1 » B
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5, RE TTEMS

Ao Regulated items are major items of materiel which require close
control bocause of eost, sensitivity, limlted appl:lcatisg oxr other
such factors, Regulated items will be indicated as such in the Agengy
Stock Catalog, Cemtral procurement or shipment of Regulated Items
25X1A from-Spsaialized wi1l be controlled by the Chief,
Logistics Office," Control o tod Ttems locatéd plysically withe
in thelr arces of responsibllity rests wlth Seniow Representatives.

6, REQUISLTIONTNG CHANNELS

25X1A

g:, .pilow;cg@? rggui:itigﬁng channels as prescribed above will mot
‘Placed in effect unitil speoifically awthorized £
Logistics Dffice, ol 57 the Gulef,
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PART III = SECTION G - AUDIT & TNV TORY

Lo AUJHQRLIY

8, Accountable Officers will inventory all items under thelr cantrol
to apsura a complets or gycle inventory at least each year,

bo Records & matoriel are subject to inspection at any tims.

co All Agéucy property accounts are subject to audit and inventory
upder the direction of the AudltoreinsChlefs

2, PURPOSE
The purpose of sudits and inventories are:
a, To make physicel examinations of materiel on hapd and lm use
b, To conduot reviews and inspections of the property accounts.

¢o To ensure thet the interests of the United States Covermmemd are
being maintained by proper accounting procedures and contzols,

'3, RESPONSTBILITIES

26X14 ozcso0 Hoads [N -:: -1 otbor porsomsl
will cooperate to ths fullest extent possible in the conduia’a ox. avdits and
juventories and will make available: ;

a, ZXorsonnel necessary to accomplish the audit and inventory,

bo Correspondence,, voucherg, and records of procurement and supply
activitisa,

oI - G
wl-u
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1$SUES

Ao Issucs will be made only for authorized purposes, within authorized
allowarices and to authorized individuals,

S TUTIO

4, Supplying activitiss are authorized to male substitutions in order
to meot requirements from available assets when such subgtituticns will
obviously £111 the requirement. Otherwise, substitutions will not be
made except upon approval of requestor. '

USE _OF GO T PROPER’

4, Employees of the Agency will not use Govermment property for private
use or personal gain (violations of this regulation are subject to
severe penalities by public lav),

A. When property is authorized for loan;, documents rocording the loam
will shows

(1) Authority for making loem,

(2) Materiel involved,

{3) Isouing date, and custodian by name and organization,
(4) Approximate pericd involved,

‘B, Authorizing individuals will ensure that such loans preclude mopetuxy

loss to the United States Govermment, except in the interest of operam
tional attaimment. The Chief, Logisties Office, and the appropriate
Senlor Represemtatives, or their designees, will be the authorizimg
offiolals, :

Il - H
B et

SFARG
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PART III « SUPPLY, SECTLON I - MATERIES, DISPOSITION
{NOT INCLUDING ISSUES, TRANSFERS OR LOAKS)

yyyyyy

1, DEF 10
Materiel to be disposed of may bes
A, CONDEMMED FROEERTY

Property which has been condemmed as a menace to health, or which
has become unserviceable boyond practicable repair,

B. EXCESS PROPERTY

Propexty excess to the needs of the Agoncy but mot yet determined
to ba surplus.

C. OBSELETE PROPERTY

Property which has been or is heing repiasced by equipment which
better serves the purpose: Froperty which can no longer adequately
perform the mission required of it
D, SALVAGE

Proporty that has some value in sxcess of its basic materiel come
tont but which is in such condition that it has no ressomable prospoct
of use for any purpose as a unit, and its repeir or rehabiilitation fowr
use .as a mpit is elearly impracticable,
E. SCRAP

Personal. property that has ne value except for its basic materiel
content, and includes waste,

F. SURPLUS PROPERTY
Public property that is not reguired by any Coveroment Ageney,
20

A, Salvags and scrap which is of no further use to the Agency will be
geld if pessible, otherwise 1t will be disposed of by the best means
available, onted Auhotdq

oy A
Bo Accountability forgondemed property may be terminated by execution
of a proper certificatetto be filed in the accountable officer! vouchers,
Upon condemnation, property becomes serap or salvags materiel amd will
be disposed of as specified in 20 above.

C. Surplus and excess property will be dispesed of in accordance with
the Supply Procedures Memual,

I -1
-]l e

[y ﬁl?

Lo, L
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D, Obselete property will be used to the maximm extent posaible.
It will not be suspended from.wse bascause of obselecence when it can
a8till bs utilized for operationzl purposes,

3. Regulated Items disposed of as condemned, scrap or salvage, will be
raported to the Chief, Logistics Office.

-
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PART III = SUPPLY, 'SEGTION J ~ BOARDS OF SURVEX

1, A Board of Survey is a formalized body for inquiring into the status

or condition of Govermment property which has beea lost, destroyed or damaged

or otherwise rendered unavailoble for its intended usey for determiming or

redleving respomsibility therefor; and making recommendations for its futwre
_ acoountability andfor diaposition,

2. The purpose of a Board of Suyvey is to set forth for the convening
authority aii facts and circumstences relative to the condifion of the
Government property described in the survey; todstermine the czuses of
damago, loss, or destruction; to determine or relieve from respensibdlity
for such lesa or damage; and %o recommend appropriate accommting action
ard dispesition of the items involved, Such action is designated as a
Report of Survey, :

3o A Report of Survey will be required under the following circumstancess

8, Hhen property is lost or camnot be accounted for (Except for "opsrae
“tiomal losses® in the accounts of Accountable Officers)

b,. When property is destroyed or damaged, except by fair wear and tear,

¢, When property has been miseppropriated, misused or disposed of in
-an upauthorized mamner. ‘

4o Reports of Survey will be sutmitfoed by rosponsible individuals within
thirty days after discovery of conditions requiring Reports of Survay,
When this thirty day pericd is exceoded, an eitplanation will be furnished,

5, CQMPOSITION OF BOARD OF SULV]

8o Departmental Headquarters Board of Survey will be composed of members
as listed below and authorized to act on matters pevtwining o loss,
damage, destruction, theft, or disposition of public property for which
CIA is responsible:

Chairman . Deputy Asst, Deputy (Imspection & Security)
Member and Logel Advisor Agpistent General Counsel
Member and Reqorder Deputy Chief, Logistics Offics
Member . . ' Assistant Comptroller

Three membors will comstitute & quorum,

b, The Senior Representative will establish a Board of Survey inm his.
area, to serve in the same relationship as the Departmental Heedquarters

25X1A Board of Survey to the Deputy Director (Administration), Investiga
Officers ﬁ ‘bi arpoint@d by the Area Board of Survey, &

25X1A as appropriate.

Ty T T

11T - g

.zl Win
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r/u K
Co _ w:ul establish a Boara or Survey ccneisting of
on@ Or WOYS8 pPErsond.

FEMHOM_APFROVED
8, HEADQUARTERS

(1) 1%e Deputy Director (Administration) will be tho approving
authority in all eases of survey in axcess of £1.,000,00,

(2) Except as stated in b and ¢ below, the Depaz"tmenaal HeadqueTters
Boarl of Survey will be the approving ewthority in all cases of
surrey less than $1,000.00,

(3) In cases whers peelmla.z'y responsibility is established, the
inMviduel may sppeal, in writing, through the Departnental Headw
querters Board of Survey withim 30 days after receipt of notifica-
tion of such liability, to the Agency Director,

25X1A

G, OVERSEAS AREAS

(1) Tre Deputy Director (Administmuon) will ba the a.ppmving
authority in all cases of survey :’Ln axcsss of § 190000 .

(2) Excopt as stated in (3) & (4) below, the Area Board of Survey
will be the approving au'thori.’ay in 811 cages less than $1,000.00,

{3) -Ghiefs may take final action on Repo». ts of Suxvey mot
ln execens of $100, :

(4) may take final action on Reports of Survey not
in excess of $i00, - ,

25X1A

25X1A

{5) In cases whers pscuniary responsibility is established, the
individual may appesl; in writing, through the Deparimemtal Head- .
quarters Board of Survey within 60 days after recelpt of notificae
tion of liabil:lty,, to the Agency Director,

7. DUTIES OF THE DEPOT AWD STATZON BOARDS OF SURVEY
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(2) willful nonecompliunce with regulations and directives to the
extent that such acts or omissions were direct cauges of the come
ditions which required a Report of Survey,
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(3) Gross negligence

(4) Other contributing factors constituting recikless indifference
to consequences, '

11. EINDINGS OF THE BOARD OF SURVEY

8, The report will genorally be confined to findings of facts and recome
mendations,

bo The report will state in every case whetheyr or not an individual
or individuals are found to be responsible,

¢o Ipdicate .the action to be talten on the disposition of property.

d, Where all members of the Board concur in the findings, the report
vill be signed by each member so indicating,

8. Should a nmember not concur, he shall sutmit a signed minority re-
port to be embodied in the record immediately after the majority report
is mads,

The iuvestigation amd reporting uetion of the Board of Survey will nors
melly bo completed and returped within 20 days of date or receipt of Survey
Roport, When unforsean complications are sncountered, the convening author-
ity will authorize extensions untii completed,

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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Semratlon

a, Inspeot the prcsparty under survey and thorovghly examins tho eircum-
stances attending its status,

b, In the case of lost, s’co’loxx,, or missing articles, the Board will,
when possible, inquire into the causes to determine responsibility,
taling into consideration what measures wore taken to prevent such loss
or theft, ‘

o In the case of damaged property, satisfy itself that such damage
was or vas not caused by willful intemt, negligence, or curelessness.

do Determine the monetary extent of such dumage and whether economicel
repairs oan bs made,

8, DUTLES OF ! MMHMU.W

Ao Review all Raports of Survey in excess of ..plOD sukmitted by domestic
activities,

be Review all Repo:rbs of Survey in excess of $1C00 submi'bted by activities
under the control of Senlor Representatives.

¢. Determine by review that.proper and adequate action has been taken
Ty responsible 'adti*{ritﬂ.eso :

do Take final actlon as indicatsd in par 6a,
9, DUTIES OF SENIOR RCPRUSENTATIVESS BOARDS OF SURVIY
4; Review all Reports of Survey in excess of 100,

b. Determine by review that proper and adequate action hus been taken
by responsible activities.

¢. Take final action as indicated in per 6c.

10, POLICY O PRCULIARY LIABTLITY

The Agency pollcy on accessing pecunlary liabllity is lisied below for
the guidancs of Senior Representatives and
Survey Boards:

a, Individual Responsibility: When property issued to an individual
for his express individual use becomes the subjeét of a Report of
Survey, that individual will show cause why he should not be held liable,

b, Supervisary Responsibility: When property for which an individual
has supervisary responsibility becomes the subject of u Report of Survey,,
liability will not be accessed unless one or mors of the follewing Con=
.ditions ere estcblished beyond a reusonable doubt:

(1) ‘The responsible individual did willfully cause, or allow to
be caused, misuss, m:v.s«zppn:-opr.’L'.a,ti!.on9 abuse, or unlawful disposal
of Gowsrnment propertyo :

-a
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1o GENERAL
4 8. The Chief, Logistiecs Office, will initiate, maintain, monitor, end
: control materiel reporting and veporting oystoms for the Agency, which
i will enable the Agency to:
{1) DNeotermine procurement and storage requirements.
’ (2) Assign and control the utilizatlon of materiel.
(3) Dotormine the current status of stock by location,

(4) Compute the monetary walue of all or any part of the property
in storage or in use by the Agency.

(5) Direct the transfer of materiel within or botween areas.

b.. Sénior Representatives may institute such reports within thelr
realms of responsibility es are required in carrying out their misslonso
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27 Octobeor 1949

omimsis, ApMINTsTRATIVE InsTRuotIoN WO, [ (reviced) 25X1A

PRCCUREMENT AND DISPOSITION OF PROPERIY AYD THE MAINTENALICE OF
PROPERTY RECORDS, INCLUDING EXCHANGE COMMODITIES

1. a, These administrative instructions oubline the procedures to be
followed pertaining to the procurement and disposition of property
and the meintenance of property records, including exchange commodi~
tiese

be The effective date of these instructions will be upon reoceipt at
field instballations.

2+ Recissions:

2. General Administrative Instruction dated 30 July 1947.
be General Administrative Instruction dated 30 July 1947, 25X1A

ce General Administrative Instruction dated 27 Auvgust 1947.

de General Administrative Instruction dated 23 October 1947.

e. General Administrative Instruction dated 27 Jenuary 1948.

SECRET
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Ce

(3) Badgos, seals, and other devices indicating official approval
or authority.

(4) Romovable fixtures in a rented building, placed therein by the
organization.

Expendable Propertye Property in the following categories is

expendabloe :

(1) Articles and supplies consumed with use or requiring frequeuntb
replacement, such as sbabtionery, fuel, food, brushes, glossware)
and flashlighbse

(2) Articles normally considered non=expendable acquired for the
express purpose of incorporation in an article of equipment
carried as non-expendable.

(3) Articles normally considered non-expendable aequired for tesbing
or other purposes which would result in the destruction.

List of Non~expendable Property. Attached (#xhibit 1) for information

and guildance is a list of non=-expendable property. Where a number of
articles or materials fall within an easily described group or class,
the broader term is used and, in some insbtances, only a few of the
more important items of a group are listed. Therefore any item not
specifically named, but clearly falling within a named group or which
is equal or similar to those named, should also be considered non-
expendables When in doubt as bo whebher an item is expendable or
non~expendable, report the items on the Consolidated Property Report
and final decision will be rendered by headquarters.

5, FORMS

Qe

be

Use of Organization Formse The forms lisbted in sub-paragraph 5.b.,

below, are suggested forms that may be used to properly record
movements of property and to provide positing media for transactions
affecting the stock record account. Sepplies of these forms are

Preparation, Execution, and Distribubicn. The following instructions

for the preparation, execution, and distribution of these forms are
general in scope, no attempt having beer madc to set forth detailed
explanations regurding ontrics on the forms. The number of copies
herein redquired to be prepared is based on the minimum necessary. to
record transactions in commsction with the acquisition and Aispcsition
of' property.

(1) Porm No. 36~14, "Stook Control Card" (See @xhibit 2) =~ shall be
used for maintaining a running balance by item of all

-4 -
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non-expendable properby within the jurisdiction of the stetion.
The reverse or '‘fccounts Conbrol" side of this form will Do

used for "Memorandum Receipt! issues. Further insbructions are
oublined in paragraph six (6) below, Only one copy of thic Lorm
is prepared and it is retained by the station.

(2) Form No. 36-15, "Voucher Register" (See Exhibit %) = shall be
Used Go record by voucher number all transactions posted to a
stock record nccount maintained by the responsible officer. Caly
one copy of this form is prepered and it is reteined by the
stabion.

(3) TForm No. 36-24, "Property Turn-In or Transfer slip" (See
Exhibit _4%_)—- shall be used to record transfer sctions in accordance
with paragraph 6oge, belows

(4) Torm No. 36~16, "Report of Inventory Adjustment" (See Txhibit 5) -
shall be used for the following purposes:

(&) To correct stock record accounts when an item has been
recorded on the wrong control card due to incorrsct identi-~
fication or clerical error.

(b) Vihen items of non-expendable property are discovered on
hand at the station which have not been previously picked up
on thez stock record account.

(¢) To record non~expendable items on the stock record account
that are received with no accuisition docunsutse

(d) To list inventories as described in parsgraph G.b., below,

(e) To report to headquarters serviceable and unservicesble
surplus property. Then this form is used for purposes as
described in paragrephs 5.be(4)(a), (b), end (c) above,
the Torm will be prepsred in duplicate by the responsible
officer. The original will be retained by the station ard
1ill become a voucher Lo the stock record account. A copy
will be forwarded to headquarsers with the Consolidated
Property Report. Vhen this form is used to report service~
able and unserviceable surplus properdy, it will be preparad
and disbributed in accordance with the section of this
chopter perbaining to Disposition of Propertys For listing
inventories the form will be prepared and distriduted in
acoordance with paragraph 6.bs., below.

(5) Form No. 36-18, "Survey Roport" (See Exhibit 6) - shall be
Used to record the circumstances concerning lost, demagud.
or destroyed property. The form will be prepared and dis-
tributed in accordance with the section of this chaptev
pertaining to Disposition of Property.

-5 -
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(6) Torm No. 56-22, "Consolidated Proporty Report" (See Exhibit 7) -
. shall be used by responsible officers bo indicate by ibem the
total eains and losses of non-expendable property which have
ocourred during the quarters. The form will be prepared and
distributed in accordance with parograph Gehs, belows

6. NAINTAINING STOCK RECORD ACCOUNIS

a. General

The Responsibla Officer, as designabed by the Chief wily 25X1A
be responsible for the mainbtenance of sbock record accountse. The

name and ronk of the Responzible Officer of must be on  25X1A
file with headquarters.

bs Inventories

(1) Annual Physical Inventorios of non-expendeble property will be
conducted by all field stations os of the close of each fiscal
yeors Invenbories must include all non-expendable proporby
within the jurisdiction of the station, except items which are
carricd as exchange commodities. Property in the possession of
individuals will olso be listed. If for geographic or other
reasons, items issued on a memorandum rcccipt basis cannot be
paysically verificd, bthe quanbity as listed on the M/R will bo
reported. Two copics of the inventory listed on Form 56-16,
"Report of Invenmbory Adjustment®, or o similar form, signed by
the Responsiblo Officer, will be subnitted to headquartcers
within thirty (30) days afbter the eud of the fiscol year. Ome
copy will be retoined by the Responsible Officer for his filos.
The copy rebaincd by the Responsible Officor will bo assigned
the noxt voucher number and will serve as an Invembory Adjust-
menb Vouchere. The physical balances on all items will be posted
to the Stock Record Cards. Any shorbeges between the recorded
balance and invenbory balance will bo justificd immedictely by
the preparation of o "Survey Roport" to explain the shortagos.
This "Burvey Roport" will not be vouchered, but will be uscd os
o supporting document to the "Rewort of Inventory Adjustment!
submitted to headguarters. Ovorases may be explained by the
inscrtion of o bricf statoment on tho "Roport of Inventory
Ad justmonta.”

() Special Inventorye Upon the death, resignation, brausfer, or
25X1A the disappearance of an employee responsible for property, the
Chief hsha‘.’.l designate a new Responsible Officer who
shall immediately prepare an inventory as described in para-
graph 6.b. (1) above.

ce Non-expendable Propsrty Records

(1) The responsible officer for_ i1l meinbain "Stccen
P wi maintain "Stcc 25X1A
- B -
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Control Cards", Form No. 36-14, by iten for sll non-expendable
property within jurisdictioa of the stations. The front or

' Stock Control side of this form must reflect ab all times the
exact quantity of each item within the jurisdichion of the
stobione

Torm No. 36-15 Lo
socl: record necounte
¢k racord accouut will be

(2) The responsible individual will utiliz

Bach instrument to be posted to the sb
recorded in the "Voucher Register", o
be indicated thereon. Vouchers to a stocl: record account will
be numbered in o single series commencing with nunber one (1) at
the beginning of each fiscul year, and will be maintained in
numerical order. Each voucher number will be prefixed by a
letbor "D" for debit voucher, "C" Ffor credit voucher, ond "IV
for adjustment voucher reports of inventory adjustment and
survey reportse A separate sequence of numbers will not be
used for debit, credit, or adjustment vouchers.

(3) The responsible officer will maimbain a pormancnt file of signed
vouchers used as evidence of transactions on his stoclk record
account. All documents posted to tho stock record account will
be filed by voucher nunber,

ds  Ixpendablo Property Recordss These rocords shall consist of acquisi-
tilon and disposition memoranda or other rocords showing the numbor or
quantity, description, and cost if purchased locally, receipting
officer, and use for which intended, These momoranda mey be filed
without trenscript of their contents to any nroperty recordse

©s llemorandum Receipt Issues. Non~expendable property which may be 25X1A
issued to individunls under Jurisdiction of * will be

e

issued by the responsible officer vader 'iemorondum neceipt” basis
to responsiblc individuals. A colunm indicebiug "Memorsndum Receipt"
issues will be maintained on the reverse or "Accounbs Control" side
of Form Wo. 36-14., 'Memorandum Reccipt' issues and returns do not
roflect a change in The responsilility of €he Fasponsiplo oificer
and such transactions will not be recorded on the front or "Stock
Control” gide of Form No., o6-14,

fa  Property fequisitions. 25X1A

(1) Imnediately upon receipt by_ of a non-expendable

' artiele acquired by headquertors shipment, purchase, menufacture,
or tronsfer, the fact that the article has been received shall
be roported Lo the responsible officor who shall see that a
record of the article is made without deolay on the Stock Record
25X1A Acoowts of The acquisition document will serve

as o voucher to the deblt enbtry mode on the Stock Record '
Accounts (If no acquisition document is available, o Form

-7 -
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port of Inventery Adjustuent," indicating oripin
should he i by the reop vl ol Meor and this will
Lhe entiey made on the stock rocord

) RIS A vouehor
uih, ) Hondgquarbters will be edvisud of progorty se aeguived

the quarterly Consclidabed Provorty Report is subniituod,

5 Ho. 36-16, "ie

25X1A

T aorkify that on this date th. noowve 1isted propority wns

N o
a3
(S

.
I
of a5 [ollowve:

A ccoy of this decwawnt, with sup.orting dote, 111 sorve
nE a erodit be rny roccrds feor the properdy.”

Avrponsible Cfticer

The oripinel of ths Propurty Transtor Slip sups by o crpy of
the tronsportation meniiust :md/cr eny othor decumen

. verifying
sraasaebion 1211 be used ns o substentintiag voucher o tho ercdit
orbry moade on the stock rueord acesunts. One oopy of the Proporty
Prenelfor Slip will be formmrdod € the cousignec 1 consistent with
sucurity. Onc copy of the dispostl decunont will be forwveardod 4
headquarburs with the Concolidated Froperty Repurt,

he Consolid~ted Froperty Revord

25X1A ) |
(1) The responsible officer oi‘-w:’.ll propare guerhorly

; . Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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o "Conaolidatod Proporty Roport", Form Nos 3G-22, This report
will indicato by itom the tobal peins or lossos of non-

' oxpzndablo proporty wlich havo oceurred durdng tho procoding
Quorters  Items whose belances hove not ineroassd or decreuscd
will not boe included on Form lio. 36=22.

(2) Form No. 86~22 will be prepared ir triplic~to by tho rosponsiblo
officor ut the ond of onch calender year quartors The original
ond one copy will be Lforwerded to hondquartsrs by tho 1ith of
tho following monbh. "Momoramdwn Ricoipt" issues and returns
do not reflect a change in tho responaibility of tho responsiblo
officer and such transactions will not be included in tho Con-
solidatod Property Report., Roceipts will include proporty
troansforroed from locnl officors reprosonting othor organiza-
tions (not to include proporty on loan), local purchase, all
property turn-ins oxcept "lMemorandun Recoipts", proporty
received from this hecdquorbors, etes All overages cccounbed
for on "Reports of Inventory Adjustments" will be classified as
receipts. Disbursements will include all issues and transfors
of supplies and equipment except "Memorandum Receipt” issues.
Shorteges accounted for on "Reports of Survey" and "Reports of
Inventory Adjustment" will also be classifiod as disbursemonts.

7. AUDITS
ALl property accounts maintained by such designated rosponsible indi-~
viduals are subject to audit by such persons as may be appointed by
this headquarbters.
8. PROPIRTY CLEARANCE FOR IHDIVIDUALS 25X1A
a. Upon separation or transfer i‘rom_all individuals must
obbein a property clearance from the resmonsible officer. All
property in the possession of such individuals should be turned in

to stock prior to departure, and a receipt for same will be given
to the individual by the responsible of7icers,

b.  Persomnel transferring to another installation will not be allowed
to rebain any organizational property unless such property is

necessary for the co the journey. If the individual is
25X1A transferred to the responsible officer will forward
one copy of the property clearance certificabe by the individual

where feasible, and when this is not feasible by pouch or other 25X1A
appropriate mail facilities to for the individual

concerned. One copy of the property clearance certificate will be

sent by first pouch to this headgquarters at the same time the indi-

vidual is transferred.

25X1A
c. Persomnel retwrned to headquarters from _ will not

be allowed to retain any organizational property unless said property

-9 -
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is essential for the completion of the journey. If the individual
reburns to headquarters on TDY or on a permanant change of stebion
basis, the responsible officer will forward one copy of the property
clourance certificate by the individual where feasible, and when this
is not feasible by pouch or other appropriate mail focilities. The
items rebained, il any, will be listed on the reverse side of the
proporty cloarance certificate and will be immediutely turned in to
the appropriate offics wupon arrival av this headquarters. Propersvy
clearance by this headguartors is necessory before an individucl can
bo officially teorminated from this organization or officinlly trans-
forrod within the orgenization and final salary poyment will be with-
held unbil such cleocrance is obbained.

d. Prior to separation or trounsfer of thosc individunls who have boon
dosignuted rosponsiblo officers, tho rill dosignote 25X1A
a now rosponsible officor. Prior to tho doparturc or o responsible
officor from a station, the successor to the responsible officer must
have completod tho transfor of property responsibility to relieve the
Lormor responsible officer and to accopt full responsibility £o6r all
proporty and proporty melberss This headquartors will bo notified.
immediabely by pouch wpon appointment of o new reswonsible oficer.

- 10 -
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25X1A

26X1A

25X1A

l.

3.

4o

5'

PART III

oo Py v apeet

DISPOSITION QF PROPERTY

The noture and scope of the organization's vctivities require com»rehen-
sive instructions on the disposition of surplus serviceable and unservice=
able property. It is the purpose of these instbructions to provide dstuiled
information regarding procedures atfecting the disposition of non-
expendable propecrby.

PROPLRTY ULILIZATION

It is the policy of the organization to obtain maximum use of wll property
in its control. Full ubilization oi organizational proporty is a funda-
montal responsibility of every Chief | bwt property should not
be held to supply the needs of conbemplated »rograms or activities unless
they are already authorized or in advanced plurning sbtage. Chiefs of
_should continuously review property in thoir contrel to determine
nat which is surplus to their nceds. Anaual wiad spesial invousorios
will be helpful in accomplishing this purposec.

DESCRIPTIONS

It is important that all property roportcd as surglus be adequately
described as to Quantity, make, model, tync, aye, condition, losation,
cost (estimated if not lmown) znd appraiscd currenb value. This will
expedite handling of all concerned by obvioting the necessity of calling
on for additioncl informobion.

COMPETITIVE BIDS

In order to ebtain a fair return to the orjenization »md to protect all
individuals concerned with property, it is the policy on salos to receive
at loast threoe (3) compotitive bids (s.cvrity pirwitting) end the property

‘thon to bo sold togle ichost bidder. Muwds roceived from sales should
be talen Inte you fundseart should e reported is yo.r financial

asoownting. A& record oy Th~ bids 111 be forvorled o helqu rbors with
sha applicabls "Consolidated Property Report." In Shr event it iz ot
prachicstle to obtain three (¥) bids e cortilicato explainin: she Imprac-
ticability of obbaining bids should appear on =.7 capies of {he applicable
crodlt voucher. . Co

PURCHASE OF OQRGANIZATIQNAL PROPERTY

Property offered for sale by the orgenization may be purchased by
employees only when the sale of such proparty is based upon competitive
bidss No purchase moy be made, either directly or indirectly, by an

- 11 -
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to his stnck rocord cccount. A copy of the "Report of Invonbory

Ad justmont" with copies of any other documents sunporting the trans-
octbion will be forwarded to headguorters with the applicsble "Con-
solidated Property Report".

b. Wo omployee shall appropriste for his own use any article of organi-
' zotional property that has been ordered destroyed.

8. REPORT OF SURVEY - LOST, DAMAGED, AND DESIROYED PROTRRTY

as General

(1) It is the policy of headquarters that at all times some indi-
vidual will be responsible for the care and safelieeping of
organizational property. In cecses where property is determined
to be lost, domaged, or destroyed, the responsible individual
will prepare a "Survey Report", Form No. 36-18, in cccordance
with the procedures outlined belov.

(2) Survey Reporbts must be initiated by the responsible individual
within thirty days after discovery that the property is missing,
damagod, or destroyed.

b, Preparation and Distribution of "Surver Roports!

(1) Supolies and equipment lost, damaged, or desbroyed will be
listed on a "Survey Report", Form Fo. 36-183, initiated by the
Responsible Officer or the individual having direct responsi-

Dility for the vroperty on memorandum receipbt. The chief of +the
H will appoint a disinterested individual to
investigate all circumsbtances and evidence regarding lost, damaged
or dostroysd propertyv. His findings and reoormendations will be
included on the reveise side of wie SUIVGY regort. In cAS6S
where the property being surveved is damaged, the responsible
officer should also include a recommendabion as to disposition
thet should be made of the pronerty.

(2) If an individual holds the property on a "Memorandum Receipt"
basis, an original and two copies of the Form No. 36-18 will
be forwarded by hand to the responsible officer. One copy will
be retained by the responsible offic ioinol and one
_sopy approved or disapproved by the will be
forwarded to headquarters for SCreening .l in2l action. One
copy will be rcturned to indicating the acbion talken.
The rospomsible officer will use thls copy, supported by auy
other documents verifying the transaction, as a credit voucher
to his stock record account. A copy of the Report of Survey,
with any obher documeuts supporting the transaction, will be
sent to headquarters with the Consolidated Property Reportbe.

(3) If the property is not charged out on memorandum recoipt basis,
- 13 -
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the responsible officer will preparce an original and two copies
of a Survoy Roporte Those copies will be distributed and
' processed in the same moimoer as described in paragroph (2) above.

-14 -
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25X1C

SECRET

PART IV

EXCHANGE COMMODITIES

DEF IHITION

Exchange commoditics arc thosc items of tochnical supply and cduipment,
office supply and equivment, or congumcr goods which by their nccossity,
scarciby, and/or their dosirability may be given o agents or contacts

in ombicipation of or in cxchange for services in cases whero cash
payments are inapproprinto. This is nobt to bo construed as including
Bhoso itoms which will revert to the coubtrol of the appropriste operating
Office at a fuburo date, sinco they will be included in normal property
accountings as sot forth in Part II.

USE

Exchange commocditics arc procured primerily for purposes as stated in
paragroph 1, atove. They mey be used as well for representation by
individuals who have been authorized to act in e representation capacilty
when there is no other ready metinod of obbtaining them. Yhen so diverted
for representation, they will ve accounted for and reporbed on the form
"Ouarterly Inventory and Accounting Report of Exchange Commodities" in
the appropriate column. Approzimate monetary value will be considersd
by headquarters as a debit against the representation allovance. Gensral
policy regording the use of exchange commolditics will be laid dovm for
by Headquurters. Headquarbers will review disbursements in
ctal the "Guarterly Invembory and Accounting Report of Exchange
Commodities" is received. ‘

PROCURE!ENT SOURCES

(1) TItoms not procurcble as specifiod in a. and be obove, will bo
ordorced from headquartors by dispatch which will include state-
mont of onmbticipotod use ond justificction. Such requests will

- 15 =
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OCT 1946 36-14

Apprg¥sglf%rbﬁ?&%1s%£gg1IO3130 : CIA-RDP81-00728R000100130012-7

ITEM (NOMENGLATURE ):

UNIT:

STOCK NUMBER:

DATE

VOUGHER
NO.

RECV'D.

RET'D.

BALANGE

DATE

VOUGHER
NO.

REGV'D.

RET'D.

BALANCE

DATE

VOUGHER
NO.

REGV'D.

RET'D.

BALANGE
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DATE DESCRIPTION OF 1ST ITEM TO OR FROM VOUCHER
i
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R T e e L S e




‘ Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
PROPERTY TURN-IN OR TRANSFER SLIP

| ACCOUNTABLE OFF ICER

) TO PAGE OF  PAGES
VOUCHER NO.
ACCOUNTARLE OFF {CER
FROM | TURN=TN SLTP NO.
NO.

i

|

i’ ITEM STOCK NO. NOMENCLATURE UNIT | QUANTITY | REMARKS | AcTIoN
il

i * LEGEND FOR REMARKS: FWT = UNSERVICEABLE, DUE TO FAIR WEAR AND TEAR. SER - SERVICEABLE
I CERTIFY that the articles 1isted herein are turned in under the circumstances indicated in "REMARKS".

DATE SIGNATURE (ACCOUNTABLE OFFICER)

The yuantities shown in the "ACTiON" column have been recelved

DATE S I GNATURE (ACCOUNTABLE OFF [CER)

FORM NO.
JUN 1egs 36-24 PREVIOUS EDITIONS MAY BE USED

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




R e e e i o EEnEE

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

REPORT OF INVENTORY ADJUSTMENTS

REPORT NoO. VOUCHER NO,

STATION OR UNIT

ADJUSTMENT
sLIP RECORDED | INVENTORY
No. STOCK No- NOMENGLATURE BALANCE BALANCE  |"gUaN. OVER | QUAN, SHORT

I CERTIFY that the above inventory adjustments are necessitated by differences between the balances as recorded on the stock record
cards and the balances counted on the physical inventory made on

Authority is requested to reflect the above adjustments on the stock record cards of the named station supply branch.

DATE DATE APPROVED

194

194
ACCOUNTABLE OFFICE

CHIEF DF SERVICES OR CHIEF OF MISSION OR STATION

FORM NO, wp.
OCT 946 3616
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REPORT NUMDER
SURVEY REPORT

INSTRUCTIONS ON REVERSE SIDE

INSTALLATION

NOTE: see
LOCATION

DATE

ACCOUNTABLE OR RESPONSIBLE INDIVIDUAL (NAME)

STOCK (1)
NUMBDER

(2) ToTAL (3)
DISPOSITION OF ARTICLES QUANTITY CoST DISPOSITION

GRAND TOTAL

(%) CIRCUMSTANCES (incLuDE NAMES, DATES AND LOCATIONS!

BEING DULY SWORN,DEPOSES AND SAYS,THAT THE ARTICLES
OF PUBL!C PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST,DAMAGED,OR DESTROYED WHILE 1IN
THE PUBLIC SERVICE,THE CIRCUMSTANCES BEING AS FOLLOWS:.

SIGNATURE{AFFIANT)
SUBSCRIBED AND SWORN TO BEFORE ME THIS

DAY OF 194
AT
SIGNATURE (NOTARY PUBLIC OR SUMMARY COURT)
PROPERTY SURVEY BOARD, FINANCE DIVISION,
APPROYVED

SIGNATURE (CHAIRMAN)

SIGNATURE (CHIEF)
FORW NO.
JAN. I 9yg3 =18

. Approved-For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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(5) FINDINGS

! HAVE PERSONALLY INVESTIGATED ALL AVAILABLE EVIDENCE AS SHOWN IN EXHIBITS T0 AND
IT IS MY BELIEF THAT THE ARTICLES LISTED HEREON AND/OR ON ATTACHED SHEETS,TOTAL COST

SIGNATURE(INVESTIGATING OFFICER)

(6) CERTIFICATION (PROPERTY ACCOUNTABLE OFFICER®

| CERTIFY THAT YHE ITEMS LISTED HEREON AND/OR ON ATTACHED SHEETS APPEAR ON MY STOCK RECORD ACCOUNT
AND VERE !SSUED ON M/R TO RESPONSIBLE PERSON INITIATING THIS SURVEY.

SIGNATURE(ACCOUNTABLE OFFICER)

(7) RECOMMENDATION (CHIEF OF INSTALLATION « OVERSEAS)

INVESTIGATION OF ALL AVAILABLE EVIDENCE (DOES OR DOES NOT) SUBSTANTIATE THE FINDINGS OF THE
INVESTIGATING OFFICER.

SIGNATURE(CHIEF OF INSTALLATION}

RECOMMENDATION (PROPERTY CONTROL SECTION,

SIGNATURE(CHIEF)

INSTRUCT I ONS

“IRRECT NOMENCLATURE
v+ T TO BE INSERTED BY PROPERTY CONTROL SECTION,
¢ +TE WHETHER ARTICLES WERE LOST,DAMAGED,STOLEN,ETC.
4.h CONCISE STATEMENT BY RESPONSIBLE PERSON INITIATING SURVEY INCLUDING NAMES ,DATES,LOCATJONS,TO WHOM LOSS RE-
PORTED,ETC. SWORN STATEMENTS SHOULD BE OBTAINED FROM WITNESSES WHENEVER POSS | BLE TO BE ATTACHED TO EXHIBITS,
G.REPORT AND RECOMMENDATION OF INDIVIDUAL MAKING ON THE SCENE INVESTIGATION OF LOSS ,DAMAGE OR DESTRUCTION.
6.T0 BE COMPLETED ONLY WHEN PROPERTY WAS |SSUED ON MEMORANDUM RECEIPT BASIS.
7.SHOULD CHIEF OF INSTALLATION DISAGREE WITH FINDINGS OF INVESTIGATING OFFICER,STATE REASON AND ACTION
RECOMMENDED ,

MOTE: IF SPACE IS INADEQUATE,ANOTHER SHEET MAY BE USED MAKING REFERENCE IN THE SPACE PROVIDED AS FOLLOWS: (SEE
ATTACHED SHEET MARKED ATTACHMENT ),
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Security Information

1. Parogas

As The purpess of thio memadl is to cstablioh Shroughoat, the
Agonay & walform syston for prooureaent sl supply mabbers
by presoribing standardined prosedures for the requisivion,
parelmas, rocelph, storage, stosk control, lemie, phipment,
dlgposal and 1dentiffication of and seoounting for supplise
of' the Contral Intelligence ALEDOY,

B, The proerduras preparibed hersin becomn oifeotive upon pablie
catdon. Mo devistions or exoephions will be pewymitted exoept
by apeelfic dirsetion of the Depaty Divector (Administration),

&, S0 far e presticadle, &)l adsinistrative rapulatione Sor
procuronent and supply matiers, ehethor overd or aovert in
chamacter, whioh am more or lems persmmnent in applicatiom
avit whioh are lswioed or are to be lpmwed by authority of Deputy
Hlesotor (Adminletration), will be comtaimed within this nanusl,

B. Subsegeont z:‘émnacéex in Agency policy g diveetion reflocted by
Admindebiative issuances will be refieetod by changes, addie
tlons or deletions to this mamaml,

3. Glammels Cor dubdssion of ) Llsiadons aod. dnendnits

4o Ageney setivitios wil) subnid propossd awenduonts or revisions
through ohannels Yo the (hiad, Prosuremvot ong Supply Ufflee,
Proposud amendments or revisions will be reviewed and, where
pbiloation fo deened appropriste, tiwnoeitted Lo the Tputy
Mreetor {adniniebration) for review and subgequant pabiieation,
1 ravislon or amendment ie sonedderod imdvisable, origioating
componend will be adeised of wespon tharefors,

4o Banie P

£, The sgency shall use tat method of orocuremsnt moet adwvsnte-
gooug 4o the Goveroment, availadiliiy, priee, quslity, swourity
and othor factors considersd. Voushored funds sball be cpe
ploynd vheraver precticable,

B. Protarement will be offogted fn sesordawue with Avmed Servives
Froguroment Regulations (4.5,P.R.) Sectien II, Sestion 3, which
wre Inpluded whers applicable, Publis law 110, Blet Longeens,
other Congresoional laws as sracted, and be governed By romuine
tions contained within this mamwm),
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|
f PART I OREESAL, SECTION A, Minsiow
| .

|

The Che?, Procurement and Swpply Office i respeaaible for the pro-
curenent, pleamge, foous and suporvision of Agency soocuntebility of sil
Agevey equipment and pupplies, exowpd ae departure therefron is proe
perly suthorived, and for coordination end compilation of requirements
of materisl veguired for logludiesd support.
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PART T OSRERAL, JROTION I, Punctions of the Frocurement and Swpply O0Mfioe

!

; 1. Troowwse or yrovides teclndual guidense as utcessary for the $roture-

{ want of all watariel and supplier detersined waceosary fTor Agenoy schivie

| tles, directly op by contioet, from afvilisn or mmimw and athey Govarse
mend HONNEEs .

2, FNoegotlstes, on B polioy Boels, with offietels of seproprdete Governe
ment orpanizetions, sgseemetts to enpure thet CI4 doplstionl rvgquiresents
are meh on & SPloely bmalin.

3. Provides neeessery ocordinstion to qotpllo requivenenty for Ageney
| operetions, Including Govelomment of supply plams, stechk lovels, proe
r duetion copnaity mguirepente and Sonbealled Mm,ﬁrmm Progres requirge

poute.

Ya o Provider dwmestic fecilitios, ond teehniesl guidancs for overseas
faeilivlon, for seselving, Immpuebing, warehousing, wmng, famuing
and disposing off all supplios sl conipmant.,

e In sollgboretlon with opovating offices conoerned, provifies for
oeleetion, indovteinebtion, tealning end rotation of Procusenent eng
Bapply pevsonnel, over which tsclmicel guldomse i3 eaintelusd,

Ge  Assumes, on hwhal? of the Divggtor of Jontral fntelligonss, supers
vigton of sescuntab) iy of all Apeney eupplien and oquipsent.

Te s m;,mu*‘u&a tor AL &pemay sappiien sod mu&mvmi‘;. wetdl relioved
therefngn, by Selivery £0 Sha proper operebing sobivis
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PAVT LT PLANBING

o

. ﬁgﬂ%@z:ig&

By Basle Pollcios
Ce r\m%‘mﬂm}gﬁg

1. gﬁlunm.xxg Gheddy Procwrosond ond Supply offles
2o Orpmtastlons) Conponcaba

Ve Apongy Suseawd Cop fopdatioal Prondas

le  Projest Povisw Cowdtive

2o Cowort Comrdlumbing Comelttoo
Jo Comtrolled Maboriul

e Tnbtre tnd Inievedposoy

Ldatdon nad Teonsiation of Yool v

e Froilebdlity
He  SoMrCe
s Time Feobors
e Hatbmbitutlons
ds  Havkat

2o lmdlay Velos

3 Puyohwas Aetion

Yo SmtabYistueant ol Slock Lovels
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P TE e PLAYINEN, SOCRTON A, Authordity

Is ﬁu’u‘lﬂm&' B

The Ghitdy Svoompemend aed Supply DfMes or ble suthoriond
dudogotes are raoponsible for the coordineddon and compiletion
of rogiiiwdienty Sur equiponty supplics sl pveviess reculyed
For Sgoney leplobien] sumnords

e palintion

Agdicnaate e thad boem epollied by the mentity, clesw
and dtoms of pepply and cqlprent, weich sre espmibiel to the
support of the crgpmtoetdonsl sdmpenmnbs, In the SWINIhmnt of
thulyr regponedbiditive Woward the oversdl wission of the fpamoy,
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I PARY II PLANNING, SECTION B, Brelec Policles

Tue Plenning Btelf, Procuresent and Supply 0ffles, yecommends Ageney
rocurenend and oupply pollicy through the vedium of sooprdinstion with the
organizationsl components to ¢nsure caplete and sdegeete loglatical sugpors.
Those inclofes the Pollowing:

fie  Asgistance to the orgenizetionnl components in the developnent of
thedr noteriel reauivements.

b. Bechnioal advice and guldance, with rew W the cepabilities end
capuoities of equipment to meet detemmined operadional requirenents.,

¢. Rectemending sush standerdization os is poapible in the courdinabion
and conpdiation of meteriel requivesents,

Uoliruiouj Ajndeg

13435
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PART XXT SUFPLY, GHROTION Ay Public Fropuety - Aooomntebil ity and Respous 4y

bo Prfinttions:

o, Agcounteblility:  The obligetion of an individval G e imXty don i
wRtad o meiutain a Cmmel vesord o Do Fapmely o wopeaperiled
sbook readmd messunt syabon, wideh 1o sulblnet Lo audih Wy s effielally
dundgmted poad i,

. foutibalsle CCfleer:  An indiwsdwml Aetmdlad op gyl o duky
ol ehwrged with noounlery ouanon tidty o Convormuent property wder
hle urlsdfotion, Within CIA thewve sre two fypes of hoconndabls O iw
anpp: : .

Indtridunl soscuwnteble Tor all
25X1A ’ :
B indinridual sceountele Vor

1

#s Buspons thiliey:

(1) Cenural Rogponeibility: ks ehllgmtian of an Tedividuel tod
the propse costody, coee g eels kroping oF Goveriment proporty .
ey Rlc wupoerigion. g

{&Y mivset Drgpoupibility: The chligaticn of sy fndividuel fo

WHOS GROROTLY AR ween intrusted mmd who o y virtue oF pocseusion
I speoifionlly chorged with 165 oave pnd ses foaming,

4. Digpositioms e lesves, transfors, and ehl othyr Trlhadn whane
materiel are dispersed, {Seo Past ITI, fecues, Section H, T alera
Sectlon H, mod Digposal, Seotlon L.}

@, Stook Negords: A formel wooord meiptained b o Aceousteble (074
Qur on precoribed Torme and 1u the meesorthel mewmer showing by itis,
the weepivt andl dlopositdon of Froporty, fnd the belewes oy band, und
suported by files of those doowwnds mguired to «foet sm Kutlarie
el wecuiyt o Sispoeition.

T. Froperty and Sumely Offieer: Tore ueed by cueton 56 indloste oy
officer meponsible for the custofy sl fssue of epErty.  The torm

will not Yo used 1 those vegulstlone o iadloabe Indlvidunis wbo heve
‘ancountebility foor prepovty unloss She fown "moecukiable” mrafires The

. SECRET

E'Qic‘ﬂr'ffy Information

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




TR 0 ARG S § 9ary i (O R s D e T T

Approved For Release 2001/03/30 ﬁérﬁ?PM 00728R000100130012 7

Securi ity {nlormahon

2. Aogownebiliyy:

25X1A
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inosdorage or in vee, o in the possaveion of obbsrs to whom 36 bhog

bests anteupted Por ves o cuctody, snd de toreinabed ardy wpon Offte
slal tmmﬁﬁ’w fo anodhor mmmmm\}m Offleer o the properdy g Qe

wosed o By other gutharined sethods as prascriBed Mo in.
By Donlenmd ton of Aoneuntmlilo OUFoame
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Recdnly Informalion

e Froporby:

AAL propexsy wogired Ty U8, vegardiess of the wmuans of fegulaliion,
ohall be accouwnted for weept sk etheowios praegertbed for in these POfe
latlems (Pert INI, Seetion A).  ALL publio property unnescunted Doy Wen
dimsovered by an Avsouwdeble Offiewr, shall be taken up end accounted for
W him.  CWhew property, woihar dbay thad whows on tho stook regonin, op
bre exgeos of Lhe pmounty oherged to p respousidiv pasty, fu Sl aemeerad,
1t will ha reporied to Ghe Sopuueteble DCflese who will plok W pevcuntes
DALy Per 1L,

3. Propesty on loase:

Aesountable ORiawre ¢hwll watntein o soporete vovord of mil PO
party wder lonsy, regmsiless of souree,

b, Propevty on legn:

Avpwantebly fTicors shell meintein a separate record of all prow
peirty which haw boon lotwed 4o the sgevey by ledividuels, Brouye, other
branehes of thue Ualted Ytates CGoverment, or foreipn Covernmonts,

Se Dhook Resords
i onull

8. "BBw urposa of maintalsing shoek vesord BEooUnte Lu 10 provider

{1} Vhe boeie mstrument of stock owtred, whioh iz the stoak
yoeord oard. (A1 ateok rocord emis will be of wnifom donipn
st will be Turniohed frow deyertuentsl Hesdquariers.)

{21 A weens of reoording wil actiong whieh ﬂ’.‘é‘aeﬁ e property
Txlancns.

{3} & racordt or seomtail il aod responsibility.

{53 A esord which will feeilitste the mpmﬁmg af Anlormetion
reguired by the Agesey o eontral the dtsty(ubion af supplion, Lo
gompaty atorege wnd proauEetent requisinints snd to soiablish
wapply setivity requiresents ond steok lovele.

»/m ”Mmhi rogorde aysten of sosoumting fe

L) The stock reqonds ayw thovefory divided toto thres (3)
melor componantas

]
L
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25X1A

.  Hioeh Rewordal The stoek rewords will comsist of the folloving
£iles, which shell be wpinteired in sequinos by etsned ity classificpe
tion, code aud siock mumiber

(1) Yhock Pocorsf Card: Thet dsy Lo dmy cesord of rounints and
ipburgemonts whieh mflect the balanoe of cagh item of weterial
on hend, or in ose. Sepaeate stouk weicord caeds will he wige
tatned for seeh item, siom, wodel, eta., of wipply havivg 8 sephe
rote proch vamber end desorition. This card shell contelms

Sox Hemding:

{2} Cozd Mo, e sequenes wuiber of Dhe wedd Tov the BpEe
eiffc Mhaw, The Ciret cord aiablioled is No. . When oned
Voo 1 i@ TIA3ed up, 8 sveond coard will be used sng mil o
balenees will be treaneferred Be Lt from oned No. 1. Dand

: Yoo Lwill be filed. Qard numvirs grovide » soovenimnt

’ sethofl of maintainipg droncections B seguence for reviay
o awlit,.

(v} Installetion: The muresr op wysbol of the instellstion -
vhery the rectrd i heing seintelited.

{¢) Romeselature: Vi Aganey euthorized wrief Jeaription
eff tav specilic Stow, soxeally the zeit noud Cestripltlon with
madel, 8ize or belividuel fdesmbirlostions. o addis fon, othey
reguirad dousriptive Zots regulred for opeyediong) 1daubifie
soilon are wed, {Bue grt 1T, sectlon 0

(8) Zioel Budbay: The Agensy wuthorisod stook masher, asaigned
o thy iiem by the Lutelog Braseh,

(e} Unit of Hemewws: The unit by which the items swo puzs
chased BAd/or reguisiiicned &nd dletributed. The ot bastdon
of nomenslaluce, stook meber end Wit OF suestve poovides the
souplele suthorised (dentificablon of so ibes.
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(£) Ined Time e Days: The procuremont leoad tlme and ovder
and ehippdng time Y9 the lse olapslng betweey inltintinn of
procursmeard o piorl replensalmont setion and veowimt of
matexriol ropulbing fnom sueb setion. ’

{(8) Dendapd Faskt The quantity normally pseked o
poobaie or obher containor,
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3+ Correstions Reguiring Chenpe in Balanee Colvem

When corsertion of an ereor (ovolves & Belsnos solvem and the
insoreoet balanes column exbyy hes noh been brought into sgrecment
with quantitios sctuslly oo hand by dnvenstory o obler puthorlzed
adjustuent, abbreviehion "Corp™ will be entared on en avelisble bWlank .
epece on the Line s shieh the eveor o fowd ond a ecorventing antry,
wder origioal vouster mewher, will by psde on the pent svellpble
Line, The eorwading entry will be the emount by whioh the walange
colume wou Snuorewstdy posted.  This entry will De made 1o the dedid
polwmin £ thoe balanee column wunt be incressed aud In o oredit oolumm
ir the balonce colmm sust be decreased. In 8l cswes, the orlglogl
voudhar waesber sid dite will be sotersd on She same line e the
eorreebing satyy, The elbrevistion "foee" will be sntored on an
svnilable spmen on the Line of the aoveosbion,

ke Corvectisne feouiries Cheansos In M/R Colues

Spprors ia peoting weworasdum seteipd voushers will be correshed
an for sy other wriors.

e Coreestiong o Srwoy th Postisy Yeusher Humber

Hhan an oryde s discoversd in posting & vousher musber, the
arysaenrN entry will be Lined sut and the correet ity sadie fmuee
dlately shove the ineorrest posting, fn the seme space or bon IF possde
ble, otherwise betwean the exmmersie ontyy snd tho precedivg entry
in the seme columm, 7F insufficlent sppos, onter on next swailable
Mae au Loy dthor wres. )

Whitn 8 voueher bas been discovered vhick has not beon posted,
pproprdatn sntries will be asde on the stook rocord cords o8 soon
&k tha exver in discoywred. However, 4 sz inwewhors adjostmont report
hae bhosw protod S0 ms o sdluct the belaope on hmwd of en iten
affestod, no posting of such wouchers will be mede other thewn entyry
in the "Date” and “Voupher Ho.” oolusmes, Balssoos will not he
changed, they will be brought dowm and the note “ealtied” emtered
in o blank syese on the lins used for the corvection, ¥otastion
vapinining felliws t0 post tha wouaher will bo placed on the
viorar togrihey with the dste entry vas sade on the cends,

When an entry bas baen pede te the wrong stock rocord cand, the
sdjuetmont will Yo mede ao Podlowss
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CARD

NO.

1-1-

GT-GL13 ¥

INSTALIATICN Ta.
LEAD n:gs il Il-
a7 | VOUCHER ¥ | coartrny
w, |8 ]gerermy N TATAT COST

1 2 3 L 5 6 7 8 9 10 n 3 L g 9 16 n
??z Bal Fwd 50 20 300 | 1.00 320 jvo

Istn] 27 |R 150 | 10-17 150 170 |oo

5Ek] 51 Py 10 | M3 0 140 1€0 loo

leszad 104 [E| 200 340 | 100 360 oo
Jooxad st {a] coée. | 10 0 330 350 |oo!

156 162 IR 330 | 10-19 [} 20 oo

wac] 178 (1Al 10 10 30|00

P I s s 15 35 |00

2500 199 [Py () 15 |00

1sepl 215 |%| 700 7s 150 1,065 joo

lseo| 221 R 70 | 1114 645 967 |50

|5Sep| - 227 [R 400 | o1-01 245 367 |50
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Beearlty nformation

25X1A

£. Stock Ievals :mP W11l be determined by the Sentom
Roprspentative In colinborabion with the Ghier, Proourensnt and
Srpply Griee,

7. Youchers

8, A1l pepers resulting from a recolpt or Lemue of materiel and
supperiing cnierlon o the stouk Pecords 8 voushes,

be 411 voushors will Be mumbered pongesutively, comumeing with the
nombay U 2t the buglusiog of the $iseal year iam 1) or upon
opening an seoount, and ocatineing in onn sories of mmbers until
%he end of the (imoal yoaw, regardlegs of olange of Avocuntable
Dfficers, Vouchers will be further idembified by auffixing the Jast
two diglte of the fimcal year to the veucher mimbar, tut gopsrated
thorefron by a dash, For ouatple, 1-83 would by smaigned the Plrat
voucher in fiaeal yesr 1953,

e, &11 aotive vouchers will be £1led for subsequant {nspection or
audit, The voucher £5le will coptain, In addition o the vouchers,
all related papers o woperty transeetions and wiil b waintetnnd
In voucher nuaber seguonce,

do  Voushers that teve fulfilled thelr nomml, oparating funations,
both as sources of feotual infommdion aud raporting data, will be
disposed of in fcoordance with the Sganey Bgemods D LSohedy’

¥, Cancelled woucher numnbers will nod be ruasgignad and the vousher
wiil bear & serdificstion as to the oliuse for cancellation, Hueh
sertifications will bw slgned by the dccountable OCPieer, The BPOro-
peitate ns In the vousher regishor and the voucher will be glanpad
Yerncelled”. I the vousher heg beon proviously posted, the posting
Will be corrested on the stosk vecord cards to indicate cancellation,
The voucher will be £1)ed in the voneker file to sapport postings,

£o Vhen it L9 deterningd 4t o voucher 15 lost or wissing after a
thorough scarcl hae been mude, 4 oertiftcate in liew of the wonchor
will be placed in the £1le and "logl" endored on the dypropeiate dne
of the voushay veglster,

a, The voucher reglater io the key 10 the stosk resord soecunts am
serves &g the tasie dosuneatary record of the Propesty traneactiony

. of the Avcountebls Offieer, It boars the same relation to the stoek
record avcounts as & Journel bears to a hockkesping ledger,

b, Fach Aceountable Offfcer will meintsin only one vousher registor,
which abll b for the combined purpoges of recording vouchers,
Ssoigning voucher mumbers and sontrolling Lol .
- 15 -
4 ECRET
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Bescurity Information
o, The vousber regieter will be saintaimd on Fore Mo, 3615,
Vouober Beglater, dnd ohlld owdaln the folloelag Lolowationt
(1) Vouohwr mumlor
{2) Data
{3} Deseripbion of £lral %an

{4) To or foom

de Pleposal of imsoblve vouwshar seglobors will takc plaoe after an
an sudds amd will be in docordanes with the Ag samde i

IR oty el

4. ALl opdmanee 1tome will be aceounted fov by ftam, quantity and
gopinl mubey. The sorinl sumborw will be ohova on or Perndshed with
811 dosumente affuading lome, transler gr veoeipt of thoms articles.
Aveguntable D0 fcers will muintelin so index Pooord of 433 sush {tema
by serfal sunber.  Yecb Sem on the lmdex wiil show the voushers on
which the ftem wue recelved; the Jooation of the 4%em, L.e., "in
atook”, when snd %o vhon iepued, ond when returned 3o stonk, Sepdnl
by reeords of sedimnes Thens siipped will b potalusd and pleced
on file fer Dodurs poferense, Defors packing ordeance $tems for shipe
mont or gtorege, the sorlal mambors will be cateloged in 8 packing
et, The opigingd of thiz 1fad will bo glnesd under the condeiner
and the dupiiende insceted in o wtorprood stvslope whioh will be
aesursly allixed ¢ the oubslde of the contilow,

be  Ordomuse fveme of aquipsont condainiug & mmber of compenent

$tome will by madotained me mm?wm, 1T pessidle, and will be sarrded

on Bhe property ascount as complute. I this fo dopeaotienbdle, 4t

will be eoxried ax “ineowplete” and 8o nobed on the stoek yecords.

Ia alther cave an fhemlued st of the compomont pords raquired for

and dneluded In $he sed will be Purnished the vesponpidle individusl

ggg? legue, and & oopy of $he Mot will Be ssintained by the Asgountable
A0LY,

a. Autcustive vehielss arve all plecos nf cguipnent which sre powsred
Ty o splf-gumisdned powvsy uait,

biﬁmt;mamiw welideles to whieh the United States Covermsnt holds
titias

w 35 -
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| (1) In sgaftion to maintainlog regulry stosk record sawis for

i oheh modeld, make Gad type of autonobive webioly, sn individual

| _ Automobive Vehiyle Hocopd will be malntained by the Accountable
s Gfftawr lor cach sopazate vehiole. Thie reoord will cootain the
ke, model, type, chansis omaber, oripinel cost, date of pupe
chage, sotor mobor and the ne of the Individuald vesponsibie
o the vebiols, and 2 et of the scuvsaorley atteohnd $0 the
CAT.

1

t {2} 1t accountabliliy for the wohdels s traneforred, tha
Automotire Yohiole Reacosd will bo fomardsd $o the approprlate

l Accouwntable (ficer with e fnvofce, In the opmt this resord

! is lomt, the Uhiel, FProovremund and Supply Of'fhes, will be se

; notifted and will produce for the Asccuntable Officer a duplioate

| reoord.

(3) then the motor o a wehicle 18 peplaend, the Tecond will be
1 aoppacted socopdingly, and 4ho Uhiedy Procuvomant and Supply
[ Afiocy nobilied of Yoo ohwngo, The old wotor will be dinponed
‘ of fu seeordanes with agonsy dapomal ropiintions sonteined
oyl

{4) Acesmonries oueh 4@ chaline, tivaen, tabes, heaters, fire
exblogaishere, alu., when aosigned o 8 motor vablale ds Addie
tienal agquipnend, ars sonsidered 4o be Gu integeel perd of suoh
guhiols, Snd are 0 Bo gsaberod Hp the dubosobive Vehiele Record,

s Dovermment owaod aubosobive vehicles to wivoh sn {ndividunl or
ergeadseeion holde $itlas 25X1C

The Chisf, Prosuramend and Sapply 008w, ohall ssoount for
all Govornsent cweed avwitoeotdve vebieles, spoepht thome apenifically

-3 -
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Leicurity Information

PART TLX CURPLY, SEOVTON ¢, Stock Catelog

Ak on Lty

The Culel, sroowressnt wod Supply office, or iin authorined delemtan,

will be responsible for thy devedapeent and mnmwnmcm o W Agency Sugply
Catelog in nceordasuce with Publlc Lawe 152 and TSk, Hlsy Congress, and such
Governwental Directives ws have bean or pay be issued,

2.

3.

Miasdon
Included in tue wbove responsidllities nre:

. The conversion of data pertaining to itews of supply dobo nomes snd
descriptions aultuble for use in thy Agency Supply Catadog.

be o malntenanes of aneh lisdson with Oovernmental Ageasies und
comierical fMixrus essentisl to Lue development and smatntonsuee of Ay
Bupply Catalogs.

e The developwent of o stock wlageificatlon systen using, wien ayall~
able, lien nopeo, desoription putiorns » And iten deacriptions prescribed
by anitions Poayd Ontelog Agerey (MBCA) and American-fritis): Supply
Classifieation (ABSC).

de  The maintenance of such recwds and stotistics es may be necessuly
for the sceomplisiment of the shove and Por sueh Informmtional yees ag
#re required.

Pulley

G, Agency Catalogs and revisiona thepeto will be tze sule pource of
property classificntion for such items an are contained tharein,

be ALL organlzsdicnel componenis of the Agency will use the Supply
Catelog to enpure the uee of correed atock nwdbers and descriptiong in
Prepuring requisitions.

©e  ALL property wlil Yo identified with n smiook mazber and propey
deseription, wilch will be neslgned ineofar =s posaidle in conformence
with procedures esteblished by MBCA, by ihe (ulalog Branct, fuapply
Mviegion,

T
- aECRET
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PART LIT UUPRLY, SECTION C, Stock Cwlelog

1 Aubhorlby

Tre Cndel, drocuremant and Supply Office, or hio suthordzed dalegntes,
will bo responsible for the developzent amd maintensnce of on Agency Supply
Catalog 4in sccordance with Publle Laws 152 ond TS, Blot (ongress, uad such
Covermmentel Directives se bove been or msy be iasued.

o

e :_._g_gnioxi
Inelulded in tue sbove responsibllities sve:

4. Tie conversion of datm pertaining to itens of supply into nsnes and
deacriptions sultuble for use in thw Agenay Supply Catalog.

b Do malotenance of anch Madson with Goveromental Agencies and
oumierical Pivms essential to bne developmwent and maintensnee of Agency
Supply Catalogs.

. The development of o stock clessiflcatlion synten using, when ayell-
sble, ltem nomes, desoriptiss patterny, and item descriptions prescribed
by /mnitions Board Catolog Ageney (IBCA) ard American-fritish: Supply
Classificntlon (SBSC).

de  Tre medptenance of such records and statisties as may be necessavy
for tre necoumplislomct of the wbove and for sueh informationsl uees as
are required.

3 . gi‘:‘l.!.'.’.cy_

e Agency Cotalops and revisions thereto will be the sule acurces of
vroperty clsssification for such items #8 are contained thereln.

be ALl organizatdone. componests of the Apency will use the Supply
Cutaloyg Lo enswra the use of correct alock nuwhers and descriptions in
yrepuring requisitions,

e. ALl property will be identified with & stook mumber and proper
desordpblon, wilch will be aselgned insofar me posaible in conformance
with procedures establisbed by MBCA, by the Catalog Branck, Supply
Divislon.

gy e

CSECRET

W ¥, uor «
sSeturity Information

~Approved For Rélease 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-FRDR#400728R000100130012-7

N s T
Socurity Information

lia fropexty Claseifications:

as  Tefinition ~ The systematic grouping of rolated itoms into
clagpes and sube-classes in a logical sequence to facilitate thelr
supply and veporting.

be Clapsificntion of new or non-cat&loged items of Agency pro-
perty will be ostablished by Chief, Supply Division, Procurement
and Svoply Office.

te  Property will be grouped as follows:

(1) orouwp I = Ordnance _ 25X1C

Claas 10. Woapuns (offenpive and defensive)
12, Fire control equipment
13. Ammunition and explosives

(2) Growp II = Tramsportation {includes fuel and lubrication)

Claws 11l. Combat vehicles

15, Myreraft and airframe structural components

16, Aireraft components and poooesories

17 Alreorsft leanching, lending and grownd handling
equipment

15. Bhips

20, Ship and marine oguipment

22, Hallway equipment ‘

23, Motor vehicles, trailers and cycleg

2he Tractors

25.  Vehicular squipment componants

26, Tires and tubes

26, Englnes, twbines, and componants

29. ingine acceasories )

L9, Maintenance and Repair Shop squipment

$le Fuole, lubricanbs and petroleum weres

(3) Group III = iechinery, Tools, Tnstruments and Machine Parts
end Supplios {other than transportation)

Class 30. HNechanlcsl power tramemission equipment
3. Bearings
32, Primary and secondary metal working mechineyy
33. Machine tools and asquipment,
ke Woodworking machinery and equipaent
35. Service and trade machinery
36 Special industry machinery
37. Agricultural machinery and squipment
39. Materiels handling equipment
0s TRope, ceble, chain, and flttings
L2, Fire fighting equipment
- 43« Punps and compressors

- @rwroiy
Aert fe ek R 2
Trcurity Information

N
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clmﬁ l‘«{? »
?J.H .
Ple
188
3.
O

() Crowp TV =

lasa 30,

irke
Mj .
5.
L&,
5)«1«-
55,
5€3 .
95
56,

(5) Croup V =

Clags S0,
59.
61,
G2
67
67,

{6) Croup VI =
Class €5,

(7) Group VITe

tlass &0,
&9
Tle
72
T3
74
TE.
76
T7e

Zacurity Information

Fipe, tubing, hose and fittings
Yalven

Hond tools

Produetion ganees

Hardware snd sbragives

Inotruments and Laboratory equipmant

Iingineer

Construction, mining and excavating machinery
Refrigeration and #ir conditloming eguipment
Farnase and stoan plant equipment

Flunblng, healing snd sanltation equipment

vater purllicetion md sawage troatment equipmont
Prefobricated structures and seaffolding

Inmbor, millworlk, pliwwod aud venoer
Construction and hullding meterials

Motal bavs, sheets and shapos

Ores, minerals end thelr primary products

Commund.cation (includes photopgraphic equipment)

Commmmlcation coquirment

Plactrleal and olectronice eguipment components
flectric wire and power and distribution equimment
Lighting fixbures and lamps

Alarm end signal equipmond

Thotogrevhic equipment

Medical

Hedical, Swrpicnl, Dental, Hospital and Optieisns
ecadpment and supplies

fuartermaster (coneral supplies)

Chemloel and chamleal products

Training elds and devices

Furnd ture

Hougahold and commercisl Durndshings end applisnces
Tubleware, kitchen and galley equipnent

Office machines

Office supplies

Boaks, maps, and othor publleations

Mogical instruments, phonographs, and home type
radios

Racreational end athletio equipment

Cloaning equipment and supplies

Paints, bruchos, scalors, and adhealves
Containars and packoging waterials

Textiles, leathor, and furs

Clothing and individusl equipment

Toiletrian

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7



i Approved For Release 2001/03/30 : CJB:R{}#81-00728R000100130012-7

Hacurity Information

f Ol f}’(. Agriculture) supplies
: Oie Live wnimals
% fubmisbence ‘
93. Nonemetellic fabricated meteriel
Gl Hepemetallilc erude nateriel
99 Hisgelleneous

%
.

Deserdiption
b SR N AL A

proper sequence o describe Mully o apeciflc iten.  The baslc noan none

will oppesr Tolloved by sufficient adjectives in the order of thelr
loportonece 0 clenrdy identlly the ftem.

|

4

I e Dosoription o an estoblicted word or group of vords sremaged in
!

(1) gtandard Deseriptlon is tint descriptlon astablished by HBCA.
Toly may be o general description to cover o group of like items, or
a specliiz deseription bo ocover ¢ alagle lten. voenever there 18
sufficlent difference in the ohoarscteristics of itews Lo necessitate
separation In stock, they will be processed for sasignmead of dise
tinetive otondard descwiptions, sublect to the following opeeific ox-
eeyilong ond provisions:

(n} Different sokes ood modelis by Glfferents wwoufncturers of &
cluse of fvers will wol Lo seperetely ldentificd in standsrad
demeription action woen procured on perfovtance reilrenents oy
revformence speollleations, but will be processed together.
However, they will be processed noder sepsrate stondard descripe
tlong L7 officlnlly stmandordized by meke zad nodel,

{5) DUfferent sives of 4o sme basic Lten will oot be
saparately identlified 1n the stondard description wiere there ie
an establioned size schedule. Different sisez will he covered
by seporete description, usless obharwise excopied.

{c) reparation ln stosk for aduinistrative ressous, not due to
differences in characteristics of the ltems, wust be idsntified
by separate standerd descripbicoss.

{2) patalop Desmeription is tiet description conbsined in Supply
Cataloyt as determimed by the (hief, Supply Divialon, Procurement and
Supply Office, This lo the descripiiun unfer whiel the individusl
items ere procuved, eontrolled, stowed, isswed, and scoeousted for.
Catalog descripbionz will be Ldentieal with standerd descrliptions Lo
toe extent that the lotier ere defined. Any supplomenial ldentili-
catlon will Ye by addltion of sdjectives at the and of the standard
deseription to forther identify the lben withowt cnsvpe in the basic
stondard description tewminology or wording.

-k -
SECRET

~
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ocurity Information

b, The Chiel, Procuremont and Supply Office, 1 responsible for op-
srdinating the susigmment of catolog descriptions with MBOA, and for
coordinadlon within the Agency on its recomsendatione for stouderd
descriptions.

e WheR necesssry for the purpose of ldentiilontlon of speclel items
being developed by orpanigational components, tegporary desoxiphions ooy
be used without prior spproval of Cnied, Procurement and Supply O0ffice,
wetdl Item o reguisitioned.

Stock Sumbern

e Deflnitlony A stock nwiber conwists of o Coemodlty Classificetion
ade foower and en ldentlificmtion number sesigned 4o g specific Lltem ¢
ensurg gositive ldenbtification.

(1) e Commodity Classification Code will be the Americen~-British
Claseilication ne developad by the MBUA, This codse will be & four
Aipdlt nwnber giving the mjor sroup and sub-groups of eneh commodity
cmowdngte

Brample: Lh10 $ne fivst twoe diglte desigoste $oe nejor group
of steun boilers, with the last tws digits designating the sub-
grouplng of stean bollers over 1% pounds WSB.
(2) e identification nurbey will be » seven diglt non-significant
awnber. Puis number will appesr es two groups, with the first three
diglte saporated From the last four digits by & hyphen.
Benmple:  R5-A50T

b.  fAssigeent of fbosk Hwubers

(1) Tue Comacdity Claseification Uode Nurher will Ye nssigned to
exch Ltem of sappliy.

{(2) $he Federws! Iten Identilication Huwmber {(FII¥) will bve sssigned
whenever available.

{3) Wien FIIN is uot avalleble, o tesporary seven Aiglt non-
significant item identifleation punber will be sssigned. This
temporery nwnber will be replaced by a permsnent FIIN when availabie.
The temporary nusbsr will be ssoigned in mmerival eeguence, starting
fren 000-0001, and will not exceed 009-40GG.

(3) A stock nurber once sssigned to » gtock ltea will not be
reaonigneil,

e. Utilizstion of Stock Numbers: Use of the assigned stouk nwsbore will
be pendatory by the cperating offices.
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* ¥ o B b e
To  tndmlog
Al Y

S dndtion:  Sapply colndoping conplonn Ghose peteilang Iovnlesl L
Lhem rdentifieation, cleselfisedlon, and stock msierlog inelwdlng the

pelechion of $hon punes, o peepsvetion of desoription pmbtomns, wd thety
wewr in ontaddlohisg freahinme  Tuagen will o ased ne an sdd b
orbollish & eubatliablion of itens, In resarding ond paee

oamiing b dnoo Pegw whiek Le urdasphandatle and
TR Lions.
i Tt gy

M Yoy s N ST
MDAV el SO

L e

T pmragrap G

LT
BN .

"

;i3 meem ey Soddrave
Dagepine i RN v o Sdia i oty
(3 (A 5 B 5 B € SR )

6
WA Lemu

B A .
VORI O

Ty Bl PR
n syt eRels

Ui fiond

A2y telns ey o wll

waad of
. Dadte wad Pedewal 3 ARV

ok Ly PBECA

L% Colums pber e wiil De the heapeaary sbook nedber oosposed of

Pedemsl Cofn and B Lamporary e SBentiflontion Handaer.

£3F  column nwdesr feeer wiil be Ghet 4
saertlfying « apaetfic 3o

ACHY

el pbive information Pully

(Y Colusn mwibey Yewe wIlE be the seelieab geandivy of ey dtow op
mebablioied group of dboms which eupply bwinilabions sre Doemeddy
pomnd Ghed %o ldane.

(5 )
A% cobwm meber five will devermine e expendebility of the spenilic
L e paw seedion By persoragh Le
EHY oolomn nusber ,'ré:‘« wiid detgrnine the degrevs of plepilivy of thwe
apaalfle dbes as per geebion B, pavsgeeph O Shock Lbeas of obigryice
e poxe e one deprer of steriiiiy.

giatlae cheracterictles ney

Ty

(;W Coleys manber 1 % Wil fiow e Lllustreticn of wiat 1 avedi-
zhie in fhe esbalog, A ustenbions will be peovided iu the soialog
whisn deened nocessnry for propey fdentificetion.

. SECRET
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atumty Information

" Column numbex otght will indicate the source of purzhase
with 1dentifying nunbers when available,

3

. d. Dlssemimation: Agency Supply Cataloge will be disgeminated on

! : a needeto-lnow basis as determined by Chief, Procuremant and Supply
Office, Organisatioral componente will requisition catalops through
regular Supply shamels in sufficient copies to ensure mximm off'{-
elemey of supply operations, ‘

2. Susklements: Revisions or additioms to the catalog will be rade
by means of supplements and disseminated sutomatically.

o New Qolslops: New cataloge will be printed as desmed esgential
bytgm Chief, Supply Divieion, and will supsreede all previous publi-
cations,

e
L SECRET

%’mﬁfy Jnformation
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PART 1T, SUPELY, SECTION &y dachine Acusweting Proosdurss

Notwt This section resarved for wachine
aceovmtdage procedurng in the proceas
o developmorte  The Procurenent swd
Supply DCMen will deterning the ont
aff point betweon monted snd mechine
mathoda of atorl sccountling.

. SECRET

Sacatity Information
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(3)
{4)
{3}
(&)
{7)
{8}
{9}

{11}
{12)

Hignatura of sacountabtle M¢{cer

Sigwmture of approving officer

faquisitlon mumbur (Jee Seotion X, pavagreph h)

Lt

Apcount mmberr

fecount and/or project elwrgeble

Fage ruabor and hotak meber of pages of wegaisition
Thom mmbers 1lated eooseontively on reguleibion
Ageney atesh saaker will be aged vhenower svellable,

Ihem demoripilon swificient W0 completely ldewtify mterial,

rogueoted and mmaleoturerts stoek misber when avallable, or on
non-phonk 1temn, complete epseificstions Inoludiag componsnt parta,

{13}
{14)

{15}

iveantity
Prit of fgsoa

Uatty prise to be £131ed in by Stouk Control Unit of supply

s bit

£16)
(37}

Tmadiine duada

hpreial poking or shipping instructions, 1 raguired, will

Biy enberad following 1tem MMetiongs In the area provided for Lten
deseriptiom,

(18)

Surpifionte of wsosiph

d,  Ench najor commodity grouping will be submitied om a separete
requisition {(See Swetlon ¢, paregraph L),

e, Headquarters requisiticns for the following materiel shall bave
the appraval of the offizials as indicated or thelr autdorized doloe ¢

mien,

(1) class "a* furniture - Chief, Procuremcnt and Supply Office

(2) Ordpance supplies and equipment - Ohlef, Procurement and
Supply Office,

spproval of the Sceurity Offlcer, CIA, will be obtained,

Approved For Release 2001/03/30 :‘CIA-RDP81-00728R000100130012-7

For t4oms uwiilleed vithin the deparimental areq,
wim
, SECRLE
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AR e REQUISITION FOR SUPPLIES, EQUIP. OR SERVICES
red For Release 2001/03/30 ; CIA-RDP81-00728R000100130012-7 .

—_Approv
Instructions: Refer to Adm. Order # rrersmsmrssiin

— . : Req'n. No. -
RBURCE OF SUPPLY, T '
DELIVER TO, Date
Page of Pages
Acc't,
Ne, Office
(Signature of Acct, Officer) . (Signature of Approv. Officer) “Acet. Charge ! Project Chg,
' |

‘ ! - N
RECEIPT: | Certify that the quantities of items and/or services itemized beiow have been received in serviceable condi-
tion except as otherwise indicated:

(Dote) (Signature of Recipient)

'L%N,' STOCK NO. NOMENCLATURE . . QUANTITY U,z'STU?EF ,,‘f:,‘ge AMOUNTY

Approved For Rélease 2001/03/30 : CIA-RDP81-00728R000100130012-7
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_‘o!‘ STOCK No. DESCRIPTION quantity|umir | ST 1T amount

3
-
4

Bl G
B, y;:‘y'éy h

FORM NO. 38.7A

‘ MAR. 1083 )
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Kaciirity Information

(3) Swrvoillancs equipmerd - Chlef, Techniesl Services Stafd

{4) Comminiontions edpplies and equipsent -~ Aselstant Dlrector
{Cosmamdos bions )

(5) Medioal swpplien and equipment « Chicf, Medical Staff
(6) heproduction souipment - Chied, Adminloteative Services

(7} Pusinese aquipment and machines {which have not bean PR
viewsly approved for geneyal Agensy wee) - Ghist, Organization
and Noetbode Zeevies

Lo ilere possible roguieltions will be propared on Agonoy Foma

Ho, 36323, 10 provide 2 wmaetor ditto, dnd a corlon copy will be .

retaiaed Doy loosld adainiadmnbion,  whine soteded Sheek o "\‘”*""&‘*'*'““"‘T Ry s
4 Rivy WS el g

g Usnociletion - ALl reguisiiioning officers will pericdically

roview culstanding requisiticas to coaure oonbloed Juatification

for requosbed 1touy, Those Lbeme for which there 45 no longsr valid

requiremerds will be ctuaelled by notification o supply scurces snd

will be properly idontiffed for canosllation astion,

by Bumbaring - 433 psquisitions will be owabered songseutively,
commonoing with the aumber "I ot the begienlng of the Flseul Yemr 25X1A
and wiil sonbipee withoud beon® wnbll the and of the Flmosl Yoar.

For further Waglhiflcation the OiTlee and Dlvision, ¥erobouse

or other unit Mentification will precets Lhe »rouistition ST Y

followed by @ dambh,  The Jast twoe dliglte of e Flseal Year will be
sulffixed to the regeisition mweber bub separated thepelronm by & dash,

Heples
Hrine 'ami; o  Fimead Year
Divigion | PO/EE w =04 :

. Reauleitlion aumlar

| in sweuense)
1. Back orderg ~ dcommtable Gf{lcers will poplodiosily review iteme
on ok opder ev thal requestors will be informsd of aurrent status,
Itars on bagk order For which requirsmertie bave sesped will be cane
solled by notilfication of the requesdling officlal.

. Reguents for Regosreh and Sevelopment waderisl will be submitted
on & regulur requisition for supplies and equipment which chall boar,
in addition to the nommi Information, the Reseuych and Drvelopeent
minber, In no cuee will such requizitions be sonmitied wndll $% bes
boun asperiained frow the Teahnioal Services Stal? that suoh materiel
is applivedls and awilability has boen indicated to Resvareh and
Dovelopwent Advieory Doard. SECRE

ﬁgﬁ’:ﬂh{orma:ion
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Bacurily tnformation

3. Sutomotdye Yehiolsa

&, Asguisitions for anbomotive vehioles ahall contaln,  in addision
10 She nommat Infommations: .

(1) The 2ype of vehlele roguired, ite model and/or capmolty.

25X1A () toe - projech to which the vehlole ta to be
charged,

(3) Sposln) secosecry equipment required.

(4) A statement so to whether the vebioios are in addition to
or replasenenty of other vebieles, (If replsosments, the typa,
model, engine sepdal munbar, ael diopomition method und avthority
ghall be ineluded,)

(5) The audhority amd/ox approval for vebieles.

(&) The dute vehlele is roquivred,

{7) The secoount or project to which the cost is 40 be oharmsd,

(£) Posgible cubstitutions (fhree {f possibvie), Iisted in order
ol prafurence,

b. Beguisitions for automotive vehleles whish are 1o be titled do
an individunl will contain, in sddition to the above inforvation:

26X1A

andye
- SECRET

Eoeurily Informalion
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7, Dgssotdve Euraialdncg
Deoutive fype Curnishioge way be roguisitioned Cor thw use off

8, Assletant Direstors, Mfice Howde and thelr immediste stalfa,
grade G8-19 wr sbovs, :

b, Sseretarial stalfs supporting esplovess within the avove oidow
gemwian,

€. Qubnizsions

Accountaile Officars will coneolidate requiremsnts for reguisitions
frow sowerees within thelr furdediction ag followa:

ol
CSECK

oy, [nformation

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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Eacorily Information

256X1A

8. _ v B Bopatuenia) Headguertors

B, WEthin Bepaptmenial Beadounpters Prom Grganivation eonponn
i Ghief, Proouvsment and Sopply Offdeo,

P Ingwiries

&, itedguartorst AL inguiries anocsening otasus of Pogiai vl
in prosens wELL B divestod o Obief, Stosk dontyol fivaneh, Suggpiy
Plvisien, Precurserst and Supply 000ias,

25X1A  t. N bor couress of evpplrt AL inoulrics on remieition
platas will B ddrected Y She Slonk Sontenl wotivity within the
authorirnd gowrer of pupply,

10, Jubatitubion

Ibume on requisition not avallabie for lesus from shook Yy ba
aubstituted by dike iteme only with apyroveld of raguastor,

. Rilling

&, Sowrcwn of supply will eworelse overy offort $0 ensure prompl
aation on propurly approved roquisitions for (tews nvallabdle fyom
ook,

b Approprigic and prompt action will be initfatod o sesuro items
not currently avallable from stoek bub cerried as mormal stock temw,

9, Whem requisitione sre received with obtwicus errorm or eaingiong,
29ery reeotrble offort vill be made Lo sacertaln noeds and Lo
Beeure proper sercening and editing by suthorizing and approving

of figersy,

Sacurity Information
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| {2) 7The difforences betwean tha quantity of the shipment
] reosived and the quantity shown on the documonts ghall Ye
| indlentad by roceiving report to the Acosuntable Gfficor
: regponaible for sueh shipmond.

|

i (1) ¢ thy quantitios of proparty recolved s in arieoss
} : of the quantity showm on the rocelving report the uantity
! racolved will be reflovted on stock recorde.

{2) The Lltems in excoss sheil be reported to the Accountelle
Offieer Deom whon such wxcegaes were received o avesrbaln Wwther
such 1tens shouwld be returned or retained ag adddtiong o obock,
This report Lo sufficlent jusbificstion to drop accountobility for
sxoony guantiiles shippoed,

Trannfors of adl Dovarmmend Proporty botusen Acocunteble offices,
and to other destinetiong, sholl bo rocorded and sccounted for by use
of a Shdpping ol Feoelving Docuzent (Form Noe x),

be

{1) Coperel: whon A% i nocessary to teemsfer nonesspondsble
prope: 0 o Swm anether Doverment Agency, Procuvemsut sod
Suppdy Mfiee wlll affecd necessary llsieon for the pupsse of
arreagling lasuonos, shipmont, snd wlidsmale fransfer of thy promrtys

25X1A

* In proc
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Security Information

b, CARR AMD POROERVATION OF GUPRLIEG.

f.  Qenersl.
B Bemponsiblility.
o liens .,

De BROREVINH,

A, Junseal.

b, Reoedviog shipmemte by eail,

¢, Reeolving shiprente by sthor tyypes of copiers.
ds  Dowpmedion of swpplies.

¢ Dopscclng bofore stovage.

6. BRIPETHG,

& Dmportance of geod shipping.

B, Ahlveing peecoduro.

e, Shipping mothods.

o Shipment by reil.

@, Shipuent by obther types of meriers.
oo Consolidated shipsenta,

To  BACKIF.

R Feocoesing maberial for shipnent.
B Selecting and syeeilying sethods,
. Shivping condinmme,

e Corrugsied Fllreboned Do,

¢, Unehontind nadled woud oniton,

¥o Yeiled wood Bowos,

B Plyweod boumw,

b Sheathod npiled ool craies.

Ly Mwking and Socuwsentation,

t.  Seoorl.
B Bmbdve,
P PROTOCVION OF SUPPLIES,
8y  Genewsl,
Y. Fire preventlon.
2. Pive proteation.

ds  Mre Tigebing equipwent,
., Teaining,

SECRET

Security Informatian
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SECRET

Saeurity Information

PAYT TIT SUPPLY, OECTICN G, STORAGE OF GOVERNMEN? PROPERTY

1. fEace oUT
&, PRIRCIPLEG OF SPACE LAY OUT

Flaming a storagn area in terme
of the swpplies it will ombuln in-
volwers the intelligent end yealistle
application of o Dapot Chiel's basie
rOBLrTR--gpant.  Bpace mmet e cone
sorved and wsed to the Mulleut prun-
tiom) extent, Spece plmwing has the
following fundsoental objoctiven:

{1} Tull Use of Spece

Bvary svailabla foot of stor
age opase will Ba P to veo--nok
only horizovtally but vertloally.

(%) Seving lebor smd Plme

Heavy svdd wiexpeoted shipments
oan Yo mede by fewer men In loss
tine when supplios are properly
atored.

(3) Rendy decepsibility of
Stored Supplics

Bupplier mmst be atored a0
2hat ftems ore gvallsblie when re.
quimd and esch Dhes masd bo
roadily socessihie.

{k) ¥Heutvws Protection Lo
Stored Supplies

Deponding on the natwre of the

(1) Commodity Fectors conoern the
supplies themseives. Plaming and
lay-out of epace will be coordinet-

od with the oupplies which are sntiec.
ipated Por stomapn. HSuwliteblo storege
space wunt be providod near doors o
londiog pointas for astive supplisge-
supplicn which ere constantly coming
in snd going out of the depot. Supplies
in quentity will have lerge blocks of
space provided in contey or end hays
whers maxioum stecking helght mey be
ochrimined, ewall guantitice csm go in
saverwl plases throughout the starege
aren. The '1”, w‘.ghtp al ‘m of
pupplies mlso will be considered in
spene plamning, o thal oupplies that
ave hoavy or bullky will have o shorter
digtame to travel betwoemm shack and
londing point then gupplics vhich are
light and essy to hanile, and supplice
which need speclial. eoneiderstion wiil

Wo phven yroper stormge.
(2) Cwpmeity Fackors concern the
shorage aren itaelfeuits physliecal
chavaotevintios and tho use of floor
or greand pess and spaoc,

{a) ¥hysiosl rhavesteristies of
the etorap: aren. Space will be
Imid out in sccondéanco with
phyeical chervactorinties of the
wtovape arem, Por oxmmple, spate
Meming will conmidor the locstion,
gquantity, and cime of varehouse
Goore; losstion of 1ights, Yight.
ing eureuite and switches) condi.

material ouppliies must He protscted
againnt veathoer, agsinet cxtremes

in tompeyature; kopt ewey from odors,
protected frem Yipht: and #1) mwt be
protected agminet Pive. Speco Iny.
out must alwys comsider the piotoge
tion of swpnites,

B, TFACTORY TH SPACE TAYOUT
In detamining spece lay-out Tor

storege area, both ocamodity ant cepacity
factore will be talen into accomt. SECRET

Security Information

ien of the flooring and its maxe
1y Ioed Tiudtsr hedght of ceile
inge ond wafbers, and i vbet
preas of the warehouse Shis height
1z gremtest) the type, loeetion,
andl eayesity of elovetrs, rYeEpe,
shutes an? the loeetion of water
owtlete and five Pighting cquips
sent.

(b) Use of Horizominl sres. On
the banie of the storege area’s
yhyatonl sharecteristics, the

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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L 5 |

2 for short tots m easily handled

P P supplies.

FTarge arcas should be laid out
Jor supplies stored in quantity,

Light matenials can be stacked
high in center arcas, where ceil:
ings arve usually the highest.

" \
Layoul space mearest the railroad

platform for large heavy supplies
en hand to-move unis,

Plan end areas Jor small
Ints or bulky supplies.

EO A
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Security Information

Papot Chial will plew hia spece
ley-out for mexime ubllizstion,
Vot all symee oen be wsed foy
atovepu-woffices, washroomus,
cleorning space, peaking oo,
st aisles are al) nacessesy,
hut the speee they oecupy will
ba ke to & mindoum,

il
{e) Use o oudie epsce. In
Iy ing out stovepe specs, e
Dovpots Chied will alan conaider
cuble spaco~-sonoe from Bhe
lowr op growd wr., Verilesl
storsge oyesec, ss valushlse ae
Borisostel spoce, o weeted
when aupplios are uob sbeched
prrpely,

. VARDHOOGES
{1} Spooce

A partionisr vershouee b
mly o cerdein mmouwt of Sioo
sress, when that v oouswsed
sdditionn) suppliss wmet sither
o outmide or olne acbonsive e
smrchonuing way be neecgwury.,
Tarpe atorage baye wili be laikd
out viere Tlosen are strongest
and oatlings wre highest to tekd
edveptans of wuxivom stack hoedgi.
Biocck sieeks will be budlt an Jaigh
&0 the padure of the s ity
fleor losd, eaterials hendling
equdpment . and fire rogulations
o,

(2) Doors
Boors must ofPer seedy PABLRY

o suppiies snd weberdnls heandling
aguipient, they et not wesbke space

& o reenlt of bying wider theo ROCORBRTY «

Exemples of otendard, o B A R
bousen mre shosm o Cigures L eod 6,
A Llustrsted in these iey-outa,
Trelght doors, ovending avke the lowde

Doows om the traek Jooding side
perve g oiniler pumose. The
o main sieles ave pedn contin.

usus through the warsbouse by
interior doors comecting eech
varehowse section. In most cases,
separata personnel doors will be
dlopensad with by cutting suek doors
into freight doors vherever noeded,
Whemever e door is detemsined to be
excesn, it will be sealed wp, & sign
to that effect posted on the outside
of the door, snd the additional space
b to etorage use.

{3} Atlslen

Alslew and doors ere clopely
related, since one fwnishes ready
soeess £0 the other. Whenever pog.
aible, adisles will be laid out with
refermee to the doors, since the
Iatter are the more permanent, Foece
tore 10 iaying out alsles inclvde
the following:

{e} Distance to doors ang
lesdiing pletlorus.

{b) Btovege spece needed
for aneh claus of item Lo be
handlnd, the cstimeted size nf
iots, ood size of pellets uped,

(c) Cranges in quentities
md types of suppliss whioh may be
axpected in the nemr future.

{4) Location of Sire walls,
Tire fighting equipment, water
outlets, snd light svitehes.

(0) mtim, ﬂm, and
number of upright colums and
the distance hotween each ane.

() uhother supplies will
:o block~ataciked or stored in
ins,

ing &mi&ﬂuf ‘&fr&m Mﬂam, £ive 3irwot

aecess : is3e snd to zaoh () Supplier to de moved

crose elgle. by band and those to be moved
SECRET by matorials handling equizment.

Security Information
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Space Layout
Maze of r:/‘i.u-r 088 aisle. one wi
1L

wide enongh for the
ipiment, wastes

r isles, none
wsdge of matevials: handling equif
space. Hand stacking limits hoight of stack,
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- OOD Space Layout

‘ High stacking, aisles of sufficient width, and long,
f ' unbroken storage sections make good space layout,
I Note box. pallets used for the storage of small lots
1 adjoining the main aisle.

i

|
!

i

‘Jj‘ﬁ

T T W

i
E
:

FIGURE 3
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Sacurity Information

(n) Size and turning redius of storage ares vhen short avess adjoine
fork 11t tmwks to de ueed, ing main aisies are not sulfiatent Lor
the storege of small Tots,
(1) Width. HMateriels handling

squizsont can opevate only in aisles {(n) Bin nieles (oroes wimlen) 30 to
of ample width, but since aislen ces 36 inelies wide run betwoen bin sections.
vy warchowse apece tiwy will never be They furnish scceszs for stock ploking and
wider than pnecossary. In detorming replonidiment .

width of alsles, stacking methods and

the fact that handling must be dome (n) Taventory wisles will not be

vhere-ever posaible by Pfork 140t teuck wzed, a3 elecking on & wifors pattem
will be kept in wmind. "Whe osze of the malies 1t urmeonssary Lo count ench cane

materials handling cquigment and the or ftew fodietdunlly,

pacimies to be bandled dstermines the ’

minlwus width of aisles which will (0) Electrical equipment, cuch as
permit omsy handling of suppliecs in light switores nnd pluge-in scckets whieh
and out of stovage. (For exemple, can be relocated, will norelly be placed
fork littlrucks of 2,000.pound eopuce along transportation alnies or lemedistely
1ty operete satisfectorily in O.foct inpide end sdimoont to lorpe exterior op

sisles; 3,000 to §,000.pownd cepanity Pive doors.
in 10-foot misles; end &,000-pound

caprelty do 12 to lhfoot nieles.) So A, SHEDS
hold down the width of aieles, do not

use hesvier materials haedling ceuip. Shed gpase ley-outs follow in goneval
ment than is necessery. Uneo.elsles the Iny-ont of varchouses, exeept where
have been establiched, paint sisles paved sprons of sufficient width are

Jinse on the werehouse floor to prederve mvellsbhle » 1o wadn alpleon ave necessary.
there ldentity.

(1) Main atsles are the arterial
kigtwwys of the warchouse and shonld e arvengetent of supblies in au
sxtond through the entire length of the open storege sres will be Just a8 cave. -
building, They will be wide enough to  fully worked out in slvance as in sovered
permit easy passing of twe lomded pleses stormge. Bovling distences from unlonding
of satorisle bandiing soulvmen: going points to storape polnts will be kept short.
in orposite (iveetions. Alslaz and romdweye will be arrenged in such
| vBy as t0 prowote straighteline fov of
(k) Cross aisles run pareliel %0  swprlies detveen earrior and storage point,
the short exis of the verehouse end Rehandling will be aveided, If the aves ia
comect the mein aisles. Yhere poosible, well arranged, one move puts the tdem vheérs
oroes aizles will lced &roctly throwh 4% belongs, to remain there wmtil 1% 4o
the doors opening onto the losdirg plat- shipped out., Cpen storaze areas will
form on the Tail side, and om ihe Oppo~  porwmlly be Aivided into aress, and avb-
aide oide will De eswily eccessible to dlvided Inte bloeks . with cnch mroa end
truck lnading pistforms, block mmbered. A good loomtor systus

1s an lwportoet ontdoors e in,
(1) Serviee aicles wili not be

used wnless ebaclutely necessary and
then only to break vp sddttionsl

. UPER GUCRACE ARTA

SECRET

Security Information

’ Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

To Store MORE

Remember

Space is

ot st H ORIZONTAL

FIGURE 4
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Aisle Widths

€ —————————————

Malke sure that aisles are wide
enough to permit efficient operation.

FIGURE 5
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Security Informatlon

HAX UM SPACE THELTANTION

(1) Epece suet pot only be
Phanned and ladd out in edvence,
Tt efter the etormgs cperation
bagine 1t st 18 recomsery to
hoardl avalliablo epaon 0 that
none of 1t will e wated,

{2) Unuoed spmoe will be iert

in e large blovks as pousible,
small blocks dispersed through~
b the warebouse are more gif-
Teult to use afficlentiv.

(1) duas utilization of
sltorage space mlse calls Towr
spaee lay=out in tems of spaoce
Iself with » good locetoy
syaten, and not in terms of
alphebotiogl ov stbook meber
Ieguanee,

IOCATICE OF SPECTAL SARENCUSE

(1) Pin arcas will be lonated

in low-celiling wress of the ware.
house and %o near the packing

aves as pousiblu, sinee prectioslly
Al bin itoms apo packed bufore
they cam be shipped.

{2) Cicaring spmee shouid e
isft 1 poosible instde the warg~
mnmmwwm
truek lomling platfomwe snd

wsed for saceedliing

&"M supplies,

(3} Mlumnﬂuh
losated in low o

(4} Consolideting aress are wesd

18

shipped topethor In the cemo cerrler.
The point of coosolidation should

be woveble avd consollidetion eloulid
teke placa In that warehouse in which
the greatey or bulkisy part of the
ohipmart originetes,

RENAREEDGS 0
Rowmveliousing iz the movenent of

supplies from ore storege locwtlon to
amther to permit better uoe of apeee,
Whenevey powelble, 1t should be done. pgre~

duelly through norvel recatving enG ahippe

ing.

1. MODEE

EPACE TAY-0UTH

(1) Cemermi. Agency storage ine
stellations differ frvm place Yo place,
scow of single-story comstrustion,
others mulitatory, sowe origineily
desigped for storege purposes, others
heive been converted to storege use,
heds also very ae Lo sise and eonetyues
tion, ssd no two gtorege areas are
exactly nlike, p cextain dypes
of compltynetloy and Wbﬂt‘lﬁ!@ dngyeont
are commcy O mEny depoby s shown in
yovagraph (2) following.

{2) Varehowses, Filgure § illustvetes
& typlowl warchouse leyouts.

SECRET

Tor grouping shipments e to B8 Security Information
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Security Information

PAPT 11X SUPPLY, SEOTION ¢, DIORAGE OF QOVESINMBET MROPERIY

2. BAERIALS INRLOG

e DEFINTTION

Matorials hendiing 1s the physical
moving of supplise into snd out of
gtorege. The aime of good wateriale
hondling ave comeexrvetion of lsbor,
time ovd space 4o the grestest dagree
consiatent with safe operstions.

b FRINCIELES

The efficliency of meteriele handiing
in mewsured Ty the mbber of walts
{tone, pieccs, gellons, or othey wnits
of mempurcment ) handled per mmnehour,
Pollowing 1o & et of Pastors vhich
offoct or prowote the eflotenty of
naterimle handlingt

(1) Belanced operation,

There is & right moeber of uen
for eyery handling opersblon. In
sechaniced operablons, equimment,
ndt men, sols the pase. Baionood
aperstion is the fundmenial prineiple
of wateriale hendllng,

() preatpht-line Flow.

Heterimie will alweys be moved by
s dlvect a reute en popaible Bobween
carrier and otack,

(3) laset Hemiling.

Eaeh sepavate handling conevmes
tiee aod laber, end crestes addis
tlonsl expooure Lo operebing haserds.
Corponients of & recoliving or shipping
operation-londing or wloading, cheeke
ing, Snapecting, packing, strapping,
marking, weighing--will be cinsolideted
1o the peximm degree,

SECRET

(%) Hendling Uuit.

e Imrige undt requires less
total hendling then meny omwall wndte.
Conpolddating suall peckegen into
large wits, se palletising dovs,
reduces hoandding time.

{3) Mechanicel Fguipment

Hechenionl squipmont seves time,
Lebor, smd apecs 4n voluue operations,
Where the bandling volune 18 small,
bowever, 1t may not be econamicsd to
uge mechanionl aquinment.

() Gravity.

Uravity can often be subotituied
Tor merel labor or wechinery. The
simplect exsgple of this are supplics
dnlivered by e ohube or convwyer rather
than by traek or bBendecarry.

{7) ¥Flexibiiity.

Egulpment copeble of o vearichy of
operations is sore wseful then equipmont
whioh perfomme only omo. Fork 1P
trocks, for cuemple, are mors weetul
than moblle elovators beomuse thay nob
only 1L b carry and stesk.

€8) Iemd Neight,

Redundng the retio of dead welght
0 live 1@ m&aﬁtﬂm aed lobor. A
half-loedad trck 1v hauling mome Lrusk
then lned. e
{9) l&le Tinme.

Manpover and equipment e
efticient culy vhon funetioning. Operw-

tions abould Ve timed ao thed wen op
squipment, never walit for esch other,

Sacurity Information
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METHAR AL

SAVES TIME
Material is looded faster; moves faster

eI K]0 1/03/30 : CIA-RDP81-00728R000100130012-7
ﬁq,o ' PERFORMANCE

SAVES LABOR

A single machine outhandles many men.

SAVES SPACE
Machines stack higher, fully utilize cubic space.

Materials handling is good o bad according 1o the numbe:
ol units (tons, gallons, pieces) handled per man-hour,

FLEXIBILITY SPEED

Ch, hanical ip-
Choose equipment and methods fined for more than one job. m.:?':).::‘,:::‘:| .l::::.,

See that men do not get
hutt. Good light is
To keep mechanical equip- safe light.
ment constantly on the
job, repairs and replace-
ments must be anticipated.
“teventive maintenance
schedules will eliminate un.
necessary iepains.

Always assign enough but never
100 mony men to each machine.

Bulky, heavy coses, for ex-
ample, can be handled and
loaded by a single maon.

Lemting gravity do the work saves time

ond effon.
PIGURE 7 FIGURE 8
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Security Information

T

(10) Btanderdizstion.

Adupbing staniand opareting
practices sfuplifies and spoads
aparetion .

(1LY} Rguimuemt Accenpories.

Mostenioel handling oqodpment
doon o bebher Jab vhen mrovidnd with
suiematlic aouplevs, anSifrlietion
bemxingm, robber tives, and otheyr
gpeoedend nide.

{12) erovensive Malnbenenoe.

Bopatlerly sobeduled preventdve
watntenmee retucen the freasumey of
accidenty, the need for rooedts and
repinpoments, and Lemgthom bhe
profuctive Iife of canipueat,

SERRCTION

Uharmotardetion of the somendity,
atorene aren, sl cearvlery dielsnee
tbapeen loafing or losding point
and point of storape: and volime of
trperation will determine the choloe
of meterinls bhandling eomuipomnd

and the mathod of viing 1t b0 save
time, lebor and space.

{1) Crareeteristics of Commodity.

Sze, ohaps, welght, end sbrength

{4) Pones scmebimes syedve st the
shorame (nstellstion with clesto o
runpere nelisd to the undereide whioh
gerve In the sens pamey ae shord
Sunege to ainlt the forke of & fork
1101 Grvol,

{2) Crlingriosl supplies with & hole

- g the cepber, sveh my chsbings
andl cotln of wire or atrip steel, oen
be handled by e rem tauek or by stiache
ing e ooeenede em o the fork of &
Pork 2400 truek.

(£) Hoswy or bulky supplios and those
thet canpot boe remched by other agudpe
ment sre handled by crsoes. Yhere thoese
applies are to be stored inglde, and
verchoune or overkend ovanees ave ot
pveileble, crane attechments ten Lo
ripped on foxk iRt trucks,

{g) Vor tires hendlied in quantity,
bow peiletes are veed with fork L1FE fruck.

(k) Gmell, flatesurfmeed prolmges oey

be tremoferred  In eomtimerns Tionr

aver eonmyor systems, elthor howdzontelly
or from ore level 0 snother, Ulmies

and aldden ouickly deliver moth-surinced
packages, sacke, and balor to lower levels

{1) Lumber, pipe, voils, ete., are
handled speedily in lerge unit loads by
#rradfle trucks.

of o ccmmelity or lbc contwiner will (o) rCEARACTERISTION OF THE CTURMGE SAEA.

be considarsd in wsoipning equipment
for dandling it in or ol of storegs.

(2) Palletized swplies are
hendled Wy Sork 1’1*’? Trocks,
smetines in conjmotion wim
tractor-Srailor tyaing.

{b) Smell, uniformly slwed
commodttics or conbeiners are
readily pleced on pallets and
handled sz a wnit by fork lift
trucks.

{e) Lerper 1tems, such ag am
bales, orates ant dnms, ey e

MMW.M:&M'&M%W

the upe of short dwnage.

Prysical charmoteristics of the
stovege eres largely detemdoc the
saloctlion of sateriale hepndling cquipment
and the awtent & meay be wesd.

{e) Tloor lomd Cepscliy. Vhen the
flonr loef nwpeelity iz nob swiTisient
for the opecstion of & loaded Por®t 148%
truck or wavehouss trecbor, lighder
squiment such s @ cohveyor sywten or
& hend 1178 truck will be substituted.
In the sbwanoe of thoss, two- o Dour-
wheel hend frusks way Ho used.

SECRET
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IDLE TIME

hand!

Keep mechanical equip busy L] ial;
do not let it wand idle during loading and unloading.

‘lifting and shifting

THE HANDLING UNIT

One big o«lu’o":ﬁ:_l loss

STANDARDIZATION

There 11 one best way to do each job. For example,
man hondling is slow. A nvck-and-a.man is betrer
But while o 1arl: li tuck is best for short distances, a
tractor-trarler train is best lor long dustances.

[09-oaHOTHGO!

DEAD WEIGHT

A

bty Ve Z

d .
] -
< 7‘

b

The lighter the , the less
ical or man power needed 1o move i,

EQUIPMENT DETAILS

SEGS

A " £ogi s

and 1vbber tires speed vp moseriols Ml&c’u’.

STRAIGHY LINE

5555 5 m b

Materials are moved
faster in o straight liney

FATIGUE

Men slow down as they get tired; naver
give 0 mon 0 job o machine con do.

FIGURE 10
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ecurily In orma

point end the storage loecmtlon aleo
deternines the cholse of equipment
end ihs wethod of use.

(b) Roof Supports, Distances between
supporting colugne must be conegidered
in plenning storvage of svpplies, and
the right sizo pallets requisitioned
In oxder to maln ight storage. Con -
gldevation wiil Le given to the vee
of etendarl sigad pallets,

{e) Clearance. ‘The sisme of vershouse
or car Goors meay Limid the oholes of
nateriale handling equivment, Ovoye
head clepraneer someblmes dlente tho
helght Lo which suypliss mey be stacked,

(1) Burfose. Smosth, isvel, elean
Tleors offor a winfmm of tragtive
rawintance to materials bandling
emuimuent. Woughness of surfnee plm-
ilary Increasos braetive recistoncs.
Havd-tired fork MLt trucks, tractors,
snd trailers novoslly will not be opere
cated over wnimporved open aross.
Froumatie tired fork 110% drucks,
straddle trucks, tieek mownbted cranes,
pnd Tat-bed trailars can operate over
reagongble rongh syrfeces wivlle oreawler
typs eranss can negotiste simest amy
curface, Regpordlese of surfacs, apen
ptarege arcas Within opsreting renge of
trecks often can Do served by 1o
mobive arapes.

(e} Iepding platforme. Yhere losding
pletforns &t car or truck floor

level are provided, fork 1104 trucks,
conveyors, shutes, slides, cranes, or
portabls loading platforms may he used.

(£) Multistory werchouses, These offer
srecial equipment yreblems, Flovetors
are limited in sise, sopecity, and specd,
remps offer considersble trastive wmr-
tance, partienlerly et buwms. Multistory
operations can often be spected by wie of
irvelined commyor gystems, inelined and
vertical stackers, and chutes for trans-

P81 -00728R000100130012-7

{n) I7 the distence iz not over

soprovimately 250 faet one way

oo the supplies are palletisced, o
Fork 119t 4ruck cen deke s pellet
load out of the car or tyuek,
transport it to the storage loeg-
tion end steck 1t; then rxuburn
for another load., %¥hen lomdiag
1t performs the same operstion in
TOVErER .,

{v) For dlztences belween 250
reot wad & mile one wey, trector-
tradler tralns cen do & more offle
it lob of bransporting then &
fork 110t truck. Fork LI86 trucke
are wsed to load eand unload fo
tractor-traller trains.

() Tor distances over g uile, and
far shorier distences LT the route
16 aver mnevern ground, wmotor trucks
are mote econosmical then tractors
tratler traing. Bere again fork
VM Srveks are used 0 load and
micad the potor trucks.

{8} Cranes bandling hesvy supplies
ocan move only & short digtanes with
load in aousponsion, N,t’i‘.iculaw
over uneven swdaces, If the
distance in too grest for effloient
eperation of the orans, wsupplien
roroally w1lll be loeded onio hesvy
flat-bed trailers, and wlonded and
gracked by & second crane, o bthe
losd will be trensferred from the
evane to a heavy-duty phewetic-
tived fork Lift truck which carries
the lead 4o the storege point and
shaaks it.

porting supplies from one level to snother, (V) Volme of Operstion

(2) Charscteristics of Carriers. lLowmest Large-seale operations will be
Pfork 11t trucks can enter an average Ameriecsn Z‘;:ﬁm‘mi e tlwtt;aximg axctent . do
box cer or large motor truck from & car-level 18 -y e e emons agmmly» °
platforn., dondolm cars, ships, and barges, Justify the ‘espenss gnd upkeep

unst generally be 1 ; by , 9F mechenical cquipment. The equip-
gen y caded and wlondsd by crane ment will be keyed to the velwme of

(3) Distanfe to be treaveled. The distances the indlvidual operation.

between the marrier loading or wiloading
SECRET

Se;qrily Information
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THE FORK LIFT TRUCK

FIGURE 11
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Teamed with pallets or dunnage, equipped with regular forks or home-made vatiations, fork lift
trucks successfully handle most materials.

FIGURE 12

(©

LIFTS o lood of 1% 10 3 iom

'SHIFTS that big load a! o speed

of 150 leet @ minuta.

FIGURE 13

o = ——

STACKS higher, faster, saler.
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4. BASIC RQUISHEHY

Brorege 1o hesed vpon four weln
gromme of badling cgquipeent; induste
vial power truchs (fork 1ift trucke

{3) Advantmgen.

Pallets end Toxk 116 Lyucks
Tom an urbeatebls conhination For
saving time, lebor, end cpase. Thelr
ehiof sdventages axe on follows:

sl trectova,} toallers, eranss, snd
eonvayore. These ave supplemmbed by
pallots, skide, hand truske, stackers,
portable slevators, hend 1404 trucks,
otradile trucks, ohutes, alides, and
henvy moter trueks.

e PALLETE

A peilet in o vooden platform, buils
to opecified dinensions, on which supplies
are losded, transporddd, sad stored In
mits,

{1} Pimt peliete.are elther singlee
faged or dovble-faced,

Single-foced palichie have ome platfonm
with stringers wdoroesth on which

the wedght of the lomd rosts. They

are ured when concentration of woipht
bearing surface will nol demege sugplies

Amd-urdernoath,  Double-faced pallets bave

& Govbile plaifoms eeparatéd by strizgers.

The mooth bolton swfeace ovenly dis-

tributes weight over the surfecs of 4he

supplics stored undernewth. The fovks

of a fovk L% truck sve tnserted paralial
1 o the wtxingera.

{2) Box palietsm.

Box pallets are comstructed stk
Lreme-vork ond cross-mesbers extending up
from the pellet platfomm, tho fimvnt skle
Yeing norwally left open for losding end
wlosding. ey may have rigid fvenework
peraseently atdeshed to the pallet plat-
form, or they nay have dmountedble fremo-
work, which ven be detsohed from the plate
fora to save storage spase wiwn pallsts
are pot 1a use. Fhen supplies wust have

aided protactimn Suring transport or storege,

the box paliet i» provided with
aross aebars on the front side.

SECRET

Sacurity Information

(n) ZLarge uwnits of swplies oay
Be bandled ab oue time.

(o) High stecking io made poss-
thie, with mseinen uge of vori-
icwl spece.

{c}) Manval hendling is reduced,
muplicn ey loss eubjecet to
dempge, and pafety 1s inorossed!

{4} Tloor roske are slinineted
ol less dummepe is regelred,

{e) Ioventory, corbiog snd
inepoction are smoeded up end
tnvenrtory elnles sre slinineted.

{r) Bupplies sxo relnceted
wulekiy and easily.

{#} Losding end wnlonding tractor
trailor traing s cemler and
quicker, seving senpower &b the §r
Freodgitt car sand At the steck.

(n) Trelght cars mey be loaded
art unlosded vhen oay level plate
{fovme are not aveileble by wsing
fork 1ifL trucks to Yesoh up
inside the nare.

(L) Pallet dexign.

Pallet design depends wpon

the followings

{a) “ize of packagos or material
to be placed on the padllets.

{b) Horisontsl distance bBetveen
warchouse coluems or intericr

1s, .
e} Width of aigles zequired for
tr:;}n type of fork Lirt truck wsed.

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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DOUBLE-FACED PALLET

A double platform separated by stringers. The bottom surface
distributes the weight over the load beneath.

FIGURE 14
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R .. They enable the fork to enter from any side .of the pallet, thus facilitating moving and stacking.

FIGURE 15
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Speed and accuracy in the constraction of pallets are guined
through the use of this removable pallet jig. Make one for cach of the few
primary sizes of pallets requived at your depot. One table suffices for all
the jigs. They are bolted to the table or remaorved without trouble or delay,
This mobility is a notable feature in the case of rush requirements. Spare
Jigs are stored in racks when not in use. -This photograph of the demon-
stration model shows how a Jjig is attached readily to the nailing table,

Ounce bolted, the three 2ad o stringers are set in place between the (ieide
pieces and fuce hoards are nailed to them.

FIGURE 16
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Bagged goods eross-stacked on pallets gires stability to the

individual peldlet load and permits high, ceen bloel: staeking

FIGURE 17
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PALLEYT LOAD TEMPLATE

PAYTERNS for pallet loads of various sizes are
worked out easily with this pollet-load template or meas-
uring pattern, It consists simply of a piece of gray or
neutral-colored plywood, the size of the largest pallet
vsed. Outlines of six different.sized pallets (as illustrated
below) ‘are painted on the board in 1-inch siripes. There
can be more or less than six, depending on the number
of pallet sizes used in a particular depot. Each stripe is

3o

painted a different color to denote a different size. Cor-
rect pallet loads are determined by placing the cartons
on the template (illustrated above) to determine which

size pallet should be used.

The template is particularly useful for personnel inex-
perienced in palletized operations and in the handing

of new supplies.

A

-l

3y

4 |

42240 |

e
i[ \II

T

FIGURE 18
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v Information

(8) Use of pallets in bolsting or
shipping operations.

(#) Maximan weight of supplies to
b placed on the pallet.

(£) Use of pallets in open or
covered storage.

{g) Heconsity of passing pallets
through: Yreight car doors.

{18} Copacity of avellsble materials
hendling squinuent.

{5} Procsutions in Pallet Pesign.

Incorvectly designed pallets weote
tive and nmonny. Be sure that the fork
of o fork 140t truek cen elip easily in
and out of the peilet; therefore, palled
ctringers should create a vertical spase
of sbout 4 inches. If bend pulied trucks
are to be used with dovble-feced pellets,
wpuce will be left Lotween bosrds of the
lower platfom to sllow the wheols to
drop, Thia opening will be & inches wide
and properiy spaced to fit.

{€) Belecting the Froper Psllet Zize.

The size of the pailet does not
necessarily indleste i%o capmetty, for
the velght of the items to be handled
wust be conpidered. Also, s slight over-
bang may be permitted vhen supplies wre
properly eroes-ticd and stacked on the
pallet. PFaliet sized woul widely uoed
in depots are 32 by L0, 3¢ by 4, sné 48
by 45 inches. Depot Chiefa will detexmine
sizes which will suit the mejority of items
to be handled, avd will autkiorize omly the
siges necessary. 0

(s) The lexgest precticadle pallets .

will be used, the larger the pallets
the fewer there are to bhandle.

SECRET

Security Information

(v) Box pallets will be uged
for odlsized or irregular-shaped
items, comll assemblios, gnd
items that ere cesily deseged or
troken, 1f these itemsy sre to be
palletizad. They store well at
the ands of large dlocke fecing
trenasportation sleles.

{c) A distinctive paint marking
on the edge of emch pallet will
opeed up identificstion of pellet
Glues.

{7) Aevangement of Dupplise on Pallats.

Pallet pattern chould be dosigned
to use all poseidle pellet ares with
the supplies exdending to or elightly
over the a8ge. In most cases length,
width, and helight of supply conteiners
showld be sonsidered in detemining
the pallet pattern. Where-ever possible
supplica will be inter-loeked so thet
stachs will be stedle.

o KIS

& skl cousists of o platform Trom
30 to 36 fachen wide and from A8 to T2
duches long, wounted on rigid lege,
runpers, or vhecls. Gkide are divided
inte throee msin types according to itype
of mderearriage.

{1) Desa Skide.

Tend gkide beve rumoers or rmm.
lags ot sach of the four corners.

{2) Semi-itve Skids.

Semi~live akids have rigid legs
at the fromt corners and vheels oy
casters at the bhack. They may bte
trensported by hand skid jecks vhich
lift the fromt end only. :

(3) Live eKide,

Live skide Yave vheels or casters
At et 5 the four comers,

Approved-For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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SLED PALLET

This type of pallet is used duving landing operations to get
quantities of :u[[;‘p/ics ashore rapidly. It is dragged off landing
craft fully loaded with supplies and towed to the supply point,

PIGURE 19

TIRE STORAGE

Box pallets keep tires from being damaged or crushed while in

storage.

FIGURE 20

BOX PALLET

: This type of pallet is best for small lots, sinall crushable items,
fo .t of odd size.

FIGURE 21
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MOVING SUPPLIES ON SKIDS
Dead skid and hand lige truck,

FIGURE 22

Here box pallets are put to good
use for the storage of shorvels and brooms,
which are otherwise awkward to handle,

FIGURE 23
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PORK LIFD TRUCHD
{1) General.

The oot modern and offlcient type

of warehouse truck ie the foxk lift

Lruek vhlch covbines in one mechine the

duties performed sepavately by other
leps edvanced types,

{2) Operation.

Tork 140t trucke are used to umload,
transport, 1ift, and stack supplies; all
are done by one oparator in one continuous
operatlot.

{a) Unloading.

When unloading a frelght car at
a carfloor-level platform the Pork

1124 truock deives soross a bridge plate

into the car, picks up o pallet load,
and comes Lack out on the platform for
the trip Yo the stack. wheel
steor onebles 1t 1o maneuver easily.

it o carflooy-ievel pletfomt is avall-

able, the Tfovk 1ift trudk yesches wp

from the ground lavel ond yemoves losded

pellets in the doorwey.
{t)  Traseporting.

#ith the wast ilted slightly becke
ward and the pellet losd resting on the

forke o Sew inches off the ground, ihe

on the steck. 7Thom the forke
are vithdrawn and the fork
11t truck is becked awmy.
Imediately, its forks are
lowered om the trip back for
another load.

(3) Attechments for Handling
Bupplies.

The fork 1ift truck can beecme
e aven more versatile plecy of
wmaterisls handling equipment, scoord-
g o the Ingenuity of the Depot
Chief Yy the uwse of vardous attach-
ments for dokng certain speclfic
j@blﬂo

{a) A longth of irom pipe over
one of the fork blades onables
the Poyk 140t twuek to hendle
objeote with open spsce through
the centex,

{b} A boosm sttachment and hook
fastened to the beckplate trans-
Porms the Tork 1t into & crane.

{¢) Specisl grapples atached to
the fork enable tha truck to
hevdle ebtacks of flat material.

(4) Detecheble shovel buckets
or seoops enabvle the truck to
carry bulk meterials sueh ao
arnd ox gravel.

fork 1475 truck Iroceeds &b epproximmtelyl) Fork Lift Truck Specificaticns.

500 feet a minute to the stsck aree.
| Good fork LMY truck operators
commence the lifting cperation st the
final stage of thelr approseh to the
stack whan it <¢an e done safely.

{&) &tecking.

The load is eased into position
over the last load of suppliez phhosi

SECRET

Sacurity Information

The most common types of fork
1126 trueks for ingilde use range
£rom 2,000 poundsto 6,000 pounds
eapacity. They ere powered by gap-
oline, eleectsic, or combinatlon gms-
olgesleetric power plants.

(5) Eebecting Fork Lift Trucks For
the Job

Provady the best all-purpose
fork 1ift truck for Inside use iz the
3,000 to ;000 pound size. Teking
1little more sinle space than the
2,000=-pound truck, they mave at
prasticelly the see rate of speed
& carry a haavier loed. Also,
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High stacking is Just as easy with
hoa pallets as it is with othey tupes of pallets,

FIGURE 24
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This 6000 pound fork lift truck.

equipped with pnewmatie tires, is designed 1o

lift heavy, bulky loads, and works well out-
doors arer rongh surfaces,

The 3300 or 4000 pound fork lift’
truck is the all-around truck for indoors; it
takes little more aisle room than a 2000 pound-
er, is almost as fast, carries more per trip.
Very stable, it can stack higher. The 6000
pound truck, similar to this but with a longer
wheel base, stacks heavier loads even higher.

But it needs .a lot of aisle to work in.

’ Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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Home-Made Attachments
for Fork Lift Trucks

M

RAM

A length of iron pipe slipped over each fork or over one
of the forks, the other being removed, and hammered to
fit tight makes a ram for handling coils of strip steel, wire
cables, castings, and oiher special jobs.

DETACHABLE CRANES

Various types of home-made cranes can be rigged on
fork fift trucks. An elaborate one of metal is shown.

FIGURE 27
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This 2000 pound fork ift truck is suitable for light loads. The
position of the vperator at the rear adds to the counterweiyght.

FIGURE 28
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WHICH?
WHEN ?

The fork lift truck is primarily a stacking machine; do not use it
for hauls greater than about 250 feet. The tractor-trailer train
is a medium-distance hauling unit (250 feet up to a mile or so);
but it is at its best only when surfaces are relatively smooth. The
motor-truck and the freight car haul heavy loads long distances;
but the tractor-trailer train is often a wiser choice than either
when material is being moved between warehouses or on long
hauls. Trailers can be loaded inside the warehouse, right ot
the stack; trucks and cars cannot. Tractor-trailer trains make no
demand on congested railroad tracks or overworked switch en.
gines. But when the going is tough, better turn over the job to o
truck or freight car.

(——)
FORK LIFT TRUCK
TRACTOR-TRAILER

TRAIN

FREIGHT
CAR

FIGURE 29
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Here are two vicws of orerhead
safety guards to proteet fork Lift truek opera-
tors from falling supplics,

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7
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This medivm fork Ut traek will handle practically any load
stored in the warchouse: yet it doesn't require eccessive aisle space
; .

FIGURE 31
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(5} Continued,

1P the lifting mechenisn permits,
thelr sdded welght wnables then
to stack supplias higher.

(6) Fork Lift Truck Efficieney,

Fork Ut trucks ave prlmsvily
ifting and otacking wechirea. When
used an carelers over long routes
their efficiency is greatly deoremsed.
Fork 1ift trucks can steclk high, pore
mitting neximan vse of vertliopml
storage space.

{7) bDetermining Load Capacity.

Lowding @ fork 147t truek beyond
1te reted copecity is e gerioms vioe
letion of safe practice, gsince over
loading wlll tip over the btruck, injure
the driver, and demape or destray the
supplieg. The greater the distance
betweon the centor of the loed snd the
icel of the fork, the lighter the loed
which can be 1ifted by the truck.

Any overhang of supplies on the pallet
pletfom further decressee the smount
of welght which can be 1ifted. “he
gavimem copoeity of cach size of fork
110t truck 16 determined by the
neoulacturer,
e TRACTCRS ARD TRATLERS
Industrial tractors and warnbouse
trailers, forming tractor-treiler trains 3
transport sumlies in quanbity up to @
distanee of a mile in ong directlon over
smooth surfaces inslde wasehouses, hetween
warehouses, or from carrier wnlosding
points to pointa of storsge.

{1) Charasteristics 0f Tractovs.

Tractors are powared by gesoline
engine, electric motor, or combinabion
guioline electric power wnits. They
cro uwsed for both indonr and cutdvor
heuling. Tractors nmy heve three or
four wheels with sofid or pnoumatic
tires. TFor outslde work, the four-
vheel tractor with pnematic tires is
prefereble.

(o) ‘hroeewheel Tractord,
Threes~vheol traetors moy have
8 eingle or twin vheel an their
front steer wheel. Thelr ghort
turning rediue mekes bthew well
sulted to opergtions in cogmosted
avens snd confined working apeces.
The deawdae pull on this type of
tyactor Le 2,000 to 2,600 pownds
maxlmun .

{b) Four-wheel Tractors.

Pour-vheel tipelors are genere
ally larger, heavier, syd lesp gene-
suvernble than the three-wheel type,
but thelr powse, welpht, premter
wheel dlamoler, and bearing surface
give then more stohility and were
drav-bar pll capeeity. Fourswheel
firactors equipped wlth pnoumsiic
tires arve suiteble for out-door
henling over noderately rough
ground. They cen easily be equipped
with four-speed transmission gnd elde
power toke~off Tor drivieng a rotevy
brueh, a winch, or & orane, mounted
gither et the Tromb ox rear. A&lso,
they cen be fitted with caebs amd
deigeheble snownlow blades Lor oute
door anow renovale

(2} Trmetor-Trailer Treina,

A trein of o doren trallers will

Tellow ite trector over allong devigus

route, negotiating curves snd S~turns as

eoally oo o freight traln follows Ite
epgins. Railreod €ecilities showld nog
be weed for moving supplies from one
point to another within the depot installm
tion without good ressonr. The wee of
rallrosd equipnent Instead of motor trucks
or tractor~traller traing ties up trach
facllitien, delays switching operations,
and places lneressed demend on alvesdy-
over worked mwith engines.

SECRET
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Ty . . i N iy . N O . N ;
. Tractor-trailer raivs are the most economical means of moring
supplics Lo and from storage over distanees between 250 feet anud o mile,

FIGURE 32

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

TRACTOR
PLUS TRAILERS . . .

... EQUALS A MINIATURE
FREIGHT TRAIN. A tractor pulls
several heavily loaded trailers at
each frip. Negotiates "“S” turns

with ease.

FIGURE 33
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5 (3) Tractor-Teniler 1tk Ter 14 there 1o no interference from
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L oor peekepes T
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i continuows Tlow over Pixed !w.’u*: BT, (o) sint eo , .
- ) . o) Bieboadaveyun WL O
or dpellned rouler up to seversd hundyod . Bt aouveyur,  Fower-operated,

Phey gave LHime and ooulp.
mant vhen oo In gquantity s Lo b
Lrans ook Wiarells Mix
distance. They can mz imstallied nmmw&mlv'
or waed as portehle eowreyors, sinen epch
peation agp mni iy be «:‘im’cmhﬂd ard poved Lo
arothar Joent S Lo 2% arte ok e
normally use (00 Toells
roller gow
power aperat
COBVEYO &, uliat
o glal zmrw/w L T

Toeet in e

Teaigned v handle hemvy packapos
aver iopg dlmtenccs and vy be used
for redsing, loweving. and horigontal
handiing, Convayeor mums will norms)ly

b @ omimiseg of D05 Pueh.

P nts .’.'f,'v‘ ‘f\.‘w_’v,nl\a*l n

ARy

TR O

it
SIS

peloading, and
v bieally

7”7 Lo ool
baly
b R g g .y o . B
{8} Rollow comveyor, previtr-cuernbed, Sy .
5l ..—1’3\\(' .
Choules aro wsed G0 wove suppli

H 5ok mwu Terne wush it len of weifer. - . P :
‘ . oo Jomeor Lewel.  They oams budlt of

wooRl, e&nves, o meinl end follow
etraisht, corvad, or spiral routes.
{2} Wheel comvoyor, Graviiy-cooradod. ,inmlc.m* curves reduce ihe sldding

- spaed of gupplles, vraventing demegs
when they verel the bobtton, sod are
nora econcpiesl of spacse than siraiuht
chuten,

Alptacere rranhoy

Primecily & portable onli, used in

large sterage operations ¥o bandle wniform-

R sived package weighing ot more thsn 100
pourde. Conveyoer rups will neemally be o

winimem of S0 feot, 3. CRANES

franes sre veed to lift, swing, end

lower losfls thet sro otherwise ine
_ Desigpeld for havy-duty conbinuows~  acsseeible, or ave oo heavy or bulky
Flow cpoerations over long distances wheve

() Reller eonveysr, Pewor-opsrated,
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Power cone horsare often hest for moring
level to another in a multistory warchouse.

FIGURE 34

supplics from one
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GRAVITY WHEEL CONVEYOR. “Skate" BELT CONVEYOR (foreground). Supplies;

wheels mounted on axle rods are faster and fed here by gravity roller conveyors, move

lighter than rollers. along on a continous power-driven belt.

SLAT CONVEYOR. Wood or steel slats CHUTES.  Wood, metal, canvas. The tubu-

are fastened at each end to continuous power- lar canvas type is excellent for dropping bags
driven roller chain. of sugar from high piles or upper stories.
1]
FIGURE 35
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A roller conveyor system speeds up
the packing room operation.

FIGURE 36
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(5) Pooumesiestived single-englne

for other typoo of han?ling equine
: croanes.

ment. Thelr ohic® mdvantare o thatr
roeact,  They ere ooldow uvoed to tvranonort
loede Borizontollr oxenpd Por ahord
dighances,  Orane topocihies manre

Trom 1 b0 wovn than SN Lone.,

Prevmatic-tired cingle-ongine
eranes in which the operstor conbrole
all the Sunctions of the wit, arn self.
nronetled and Tove oooads vn o bo 18 wils
aer howr, and baye 2 TifEing canaoliv
g b R 0% rounde

1 T o murantran b Y T
(1) rocomoilve Tranoc,

1200V CTBINGN M twrled 1y
i which Svaved wwler A
e ot sheariard on
spociol gavse caliroad treak, 'This
Toerane, ilt In g widn
4

Qo cranes,

Grpmtyy weanos ape movunted on
structures that gooe or bridge an
intervening spaew, CSrencs Of thic
type aye an adevtghion of the over
vt Twe ovane | at e pubdonr
serviog,  Gookry orenas oy e fixed
ey rorbetide,  Tnothe labter, the less
ave meanvhed on wheel trueks for traclk
opeoration, They ore perdviceiariy
uneinl in etomee yarde, docks and
rallirend yneds Yhers o Tone yedius of
ashlon in resuived, sinee the goaatry
gpmng Lhe aran over which the crmne
oy o, Conaeitles of centry orancs
mm oup b 00 fons, with s wlde voriehy
af oo Tenptis de Aing on the type
of repice requived.

type of .
varieby off iftluy capmeidies uo 4o
€0 tong, is wsed Tor loadiny snd we

a

Temding ralliresd aars,

{2) Crawtow Syencs.

Cresior Uranen sre nors wmeile
Tharn leccnotics oreren; they oce
moustod on Lbmash-layving dype throeds.,
Capmelticn run to abeyth
Cravler or&nes zre teod in ooksd
stovage aross and oan trovel roedily
over wodorstaly roush or ooeft ground,
Their peivary mloglon e o MA0L owing,
and lowes bul they may coarry lowde

horisortelily over short Sislansaes, £ . .
{7} #moeiel evaneerenonling stisabments.

Iy .
(2} Trusk-meunted evanm.

Specdnl ortne-careling abteehnoats
for cranes are wed ot depots For smfely
and alficiensy, Tn 2ddision 4o varlouw
hosks whish ave wanofaetured comner-
ededly apoeiel pling abinolvents, heoks
and ather bendling devices ave devised
for bandiing bully o cluwwey susplics.
Heawy wooden cases way he pleked up by
box hooke withhe pamie of 4hr hook
Belng Arevm hogethey By v atrain on
the halebing eshln, Okoing, oable
slingm, end rell syprenders ney bt used
Yo 13N Vargs wnits, while a nupbor

of swell wite wey be holstad sinultg.
nesounly by the une of muldinie hoolks
or stischmente,

Prock-rountod eranes ars move
mobila thin leocomotlve oranng or
eravlor fype cranes, sines Loy aee
sounted on truck chaszsis and can travel
anywhiore o ek eon go.  Truek-mownied
ernnes oré buill Lo varlowe copagities
wn bo abowh 29 tons,

{4) Varehowse and dock cranes.

Warshowse and dock orenes are
etther of the mgid boom industriel
tractar tywe or revolving type mowmbed
on en indusirial trector or power-
propelled chassis. The cepaoity of
the rigld type e te 10,000 pounds
at 3 feetWrom the front of the tracstor.
Thece eranes ars destigned for holsting
ard stacking work inside wvavchougses and
en Iomdling dooks and pletforms where
avarhesd cloorances are sufflelont. SECRET

k. OTHEER POWERSUPIRATED ENDIFMENT
{1} Portable clevators,

Poprteble elevators ave powersdriven

Security Information




FIGURE 37
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Warchouse crane.

FIGURE 38
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SECTION THRU CORNER

CRANE ATTACHMENT

Two-way sling spreader.

FIGURE 39

TEETH FOR CRANE GRAB HOOKS

Horseshoe caulks may be sharpened
as shown above to form teeth for grab hooks.

FIGURE 40
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Shown above and at left are cxam-
ples of gral and box hooks. The arrow in the
picture above points to a safely cateh which
holds the tiwo hooks a specified distance apart,

preventing them from banging together.

FIGURE 41

This rigid tong bridle hoists sceeral
barrels at « time.

FIGURE 42
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Security Information

wrlts bawving olther single or tel.
gpoople 10T with o mawimon VIMing
eapaelty of 10,000 pounds, Thoy

wre uned Tor 13TNing dewes, barrala,
cable reels, and obher zupplies and
e Lo appliod to dovble«deck stornge
in the abrence of forl 1400 truoke,
Mawfmum bofaht s 1TEM {s abowt 10
ot

(2}

Porteble stackors.,

Tortavle ptockers meo ronnbaed
on easter platTorms and may be opereted
by one man,  Thay ere deelened for

vortical hemdling of loads up to 2,000

pounds.  Foxlmum hedghh off LA e 15
Peet. Two vertleal shruts o

puldaes for the elewsting rlailors ood
support the powey mechanism,.  Possogn
through dovr-weys s gelded by delescope
Iog or hinging the wortleal niruts.

{3) Plat-bed trailers.
Mat-hed trallors wrs equippsd with

both rasr and lront towing adtochmenis
oy dravbava co thadt o mmber of Them
ray be coupled tapetheyr to form a tvain,
Light duty tyailers have 1losd capacilics
wup to 3 tons, white heavy duby types
cerry loeds up to 4 or § tons.
Variations in boly equipment mmy be re-
guisitioned oralterations mey by made
losally at the depot. The more commoen
Ltypes employed aret

{a) Tour-whesl-ateer trollors,

Vhaels sre nowisd on gteering
kouckleo and are comnamtod by link
wars so that all four wheels sseisd
in zheering.

{d) Fifth wheel or wagon irailers,
Thic tyype has one fixed axle

and one exle with dravbar attach-

went Por steering sz & wmit through

a king nin or bearing viste,

(e) Caster trailer.

iwo vesters are mounted on @
fived axis and the other two arg on

Thaete Lrallers
hend.,

& wwiveling axie.
s oantly moved by
{) Mowile tosding platforms.

Hobile loading elatforms built
on traiiers, are used for loading and
unlopding truchs and Ceelabt cers ol
cay Ploor lovel whare ihere are no
Mixed leading platforme. Patlorws
way e towed 4o car doors bty & truek
oy troastor and wmoved we and down the
length of & freltht “rein to elisinale
e swltebing. Mobile loeding pletfomme
may have guard relly end Yighting
syoton Mor nirht work.

(33

alevating platform Lrucke,

Blevating platTomn truecks, desipned
Lo hanile gupplies on skids, hove loag
wapachties of Srom h,000 Ge 20,000
powads . Carrying nletloros see of
warious slyed,
{(£) fop trocke,
Rem trucks are cantilsver type
geaolinge or eleetric-oparaled industrial
trucks, egquipped with vertlcal upy ’
or 2 rasth and an elevebting baokelate,
A ram erxtends from the bechplote for
pleking up, esrrying, snd stmcking
oparp-center eylindrical lends. e
load capneitlien mum Trom 3,000 4o 30,000
rounds,  The mmehine i
distances up to 200 feet.

{7} Power-driven hend Tork trunks,

Powor-driven hand fork trucks have
en elsctric wotor With & storage balbtery
mounted over the front wheele., They
oparate both in forward and rewersas.
Copucities vange Prom 4,000 to 4,500
pounds with approcivetely o beinch 15¢t.
They may bo operated In &-Foot alsles,

(%) Tixed wvlatform truske.

Fixed mlatform trusks are an improve
ment over hand trueks, since the lood
capaeity io grester. A disadvantage

SECRET

Security Inforu....
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INCLINED VERTICAL STACKER

Raises supplies to the top of a stack, when

fork lift trucks are not available

FIGURE 43

This portable three-seetion ramp offers a solution to the
problem of working a car where there are wo loading docks.

FIGURE 44
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A wineh, mounted on the

track, pully k '
, S heavy erate ont o
end-door oy car l fora

onto a trailer.

FIGURE 45
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Straddle trucks are handy carriers, useful for moving such
items as lumber, poles, rail or long sections of pipe.

FIGURE 46
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2 that they are e widle belng

loaded or wnlosded, Tn addition

to transporting sapplies fn and out

of stovage, they ey he used as portable
servicing wits vhen equipped with sppre
varts snd tools or with pesoline ond oll
dloapeneing Caollitien. Tork 2100 Lrusks
and tractor-traller trains are genorslly
more efficient Tor materials Lmndling.

(?.?) Power-driven winohes and capplen:.

Pograredriven wincheo and cavotons,
ererated by cleehirielly, are ocasionaily
pead te roll or ekid hgovy ohjeoic by
shralght pull over shord distancaes.
They mey be oither norteble or Mxed.

{(20) Straddle trucks.

traddle trucks ara Lully with
inverted framevork and four-vheel sheer
for the purpose of straddling a load,
pleking 4% wp clear of the ground, and
carrying It nt speeds up o 50 miles
per hour, They acve gesoline~operateod
with the englne and cporator's csb on
ton,  They handle loads up to 30,000
rovede vhieh may runfrom M2 inches wide
by 42 inches high to 52 inches wide by
0% inches high, Straddle trucks smye
dewlgned to transport such losds as
Tumoer, poles, long sections of wvipe,
girders, or reifforcing vod.

1. CERVICH AND MAIRTENANCD OF EQUISMENT

Enuipment break-downs ave costly,
they waste time and labor, throw an
wdded Torden on the other squirment, and
use coetly an often lrreplecesble materials
and perts. FPreventive meintenancs wilil
keep break-dovns to o mindmm and sdd
motarially to the 1life of sach mschine,

(1} ZLubrication of equipment.
Iudrication of aguipment is esgen-
tial, and will be done in accordance

vith Iubriestion orders pertaining 4o
the aquipnent.

SECRET

#) Toepmebion, rapalrs and recards.

Ingpeetion, repaire, and records
will Le made in cccovdonce with
sporopriste pablications dealing with
wmaterials hondling egquisment.

m.  MAWUAL BAIDLIR ATNG
(1) Coveral.

Ceneyal olvevnstences wmay male
1t necesansy Lo lood, wniond, travefer,
or stack supplfes Ly bhand or with the
bely of manvel handling wide. Some-
tdmer peohantenl hondling equlpment
pannot be spered rom move urgent Jobo
or it wey be broken down. Then 1% e
nroessnry L0 move pupplics by hehd.
The depot chisf will provide such

pavdling adde e warshouse dolllesn)
two-wimel, four-wheel, o gix-vheel

trueks; gravity converor units; and
hand i tracks or band 140%% palled
nype Sruelo,

n.  HAED TRUTES

Hand truske are used more gEperally
than eny obther type of meterisls kandling
aguizment. They are useful in all Sypes
and sizes of otorage installstliony where
wechanisal equiyment will not 1t or is
not avalleble. The following types of
hend trucks will be found useful in the
averaye depot inptallations

(1) Tro-whesl trueks.

Two-wheel trucks sre ths feamiliar
stevedore or rallrend siation type of
hend trucks. Fach consista of two
randlen mnd o platform on which the
lead resbs. A blade ewbends at on
mngle Syrem the bobtom of the platforn
eodt suypporte the load. Twe wetal legs
at the top corners of the platfora
hely bear the loed whem the truch in
reating Tlat on the ground. The truek
is pushed by o wan stending creet.
Iead cepacitles run from 200 to £C0
pounds,

Security Information
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Two-wheel hand truck
Caster trailer

Fifth-wheel” on front axle
FIGURE 47

Approved For Release 2001/03/30"TCIA-RDP81-00728R000100130012-7

Approved‘ For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

STYLES OF UPPER STRUCTURE — RACKS, STAKES, SLATS, ETC.

ONE END
CLOSED

RACK
IN CENTER

TwO ENDS
CLOSED

TWO $IDES
CLOSED

SIDE AND END
CLOSED

SIDE AND
ENDS CLOSED]

SIDES AND SIDES AND
END CLOSED[ENDS CLOSLD

FLAT 1RON
WITH STRAPS

FLAT 'RON
WITH RODS

ROUND IRON
AND PIPE

SOLID METAL
SHEF T IRON
erc.

WOODEN
STAKES

WOOOEN
SLATS

e

SOLID WOOD
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L e
CLASSIFICATION OF RUNNING GEARS A B
1. BRI v..w.nuwlmu wvdL‘Lvh.wuﬂvwlu',:.hmnmus_— o4
WL AL PalGLE NANDLL AT st Ena DAl Cintie y
f[c o
i ' . i
! i STOCK
oY PICKER
[ TRUCK
! i J ML ; " J [J Mored alang with the stock meker and
i ! i . when lcaded, dipatched 1 shipping roem
: oG
f T N T T PIETHORLLL e Wl L N
I vt oo voowE N Wote AvLLY
o e
| L N
p

‘ ot R Fuuh SwietL
1 | s

! T [ > l = A-WHEEL
! ]oro "I 5 1 T HAND TRUCK
{ | : .
; 1 ‘ l - 1 Y Range frem 1,000 to 6,000 pounds capocity.

A Lt [ Fine for small-fot stock-picking operations.

PR o Works well in multi-story buildings.
: 1E Foa U Wby BALANCLS SIA R WHELLS
| . o
! S 1 FIGURE 50
| ! 1
I i

FIGURE 49

Fland Lift trucks can be used in nar-
row operating space, or wader eircunistances
when power equipment is wnavaiable, This
tupe of equipment is often wseful fn mudtistory

operalions, as shown v this picture.

FIGURE 51
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{2) Pourwheed hyucho.

Ponpewhasl fruoko, bwdiliy

Z;{f bgre Lae
and e lomds thon tegewboel e,
wre sl

i il Sotory werehouses
and for mumiielot steek plokien.

Thiy g
Tos@ tesnelsies cum Prom L, S0 poreds
tay G, MO ot

(4)  Siscader? Lo,

Simeawheel toveke alnn hendls
Targer Jomds thaw two-vhoed trocks,
Thoarp gre weed o gorbdng eRerang o
miher whimenhs T o santeptized eeslde
ing bramah aed for delteery o Wems ousr
showt diptenees.  load panm-"w 1 8,000
wownds, etthough the loed shondd not We
o besvy ab to wake vashlng SiPPLowdt,

{4 mrook pleler trushs,

Stk wioker Sruedor aro wesd Tor
Toke of mpall Stemo pod
Them Lo ow oondend tednd,

Eryegions .

Gtk are b ot

Heyw 1175
wlatPorms urad for trensportioy okid

teede ovey ghord distepess, 5 ateering
handls e couded on vhe feondk, furpdsb-
tng the Shrust by which the pliatPors
vatons the lead o0 the Yiovr. Eeirevilie
weehanisn M wrs Bhe vadsing aed
tencmyiveg sEn.

(80} Hema 109 palled hywe boucke,

Hundt 350G peilet tuapy Lruoks &
stuiioes S0 hend 1ATL trucke axesnt that
whe plotfors ponsiets of dwe bleden, sup.e
worted o the ot by spall vheels.

Ty foen used fow fxmm.sﬁma palleized
svrnlios over shows Sistonse buk nob
Py LACE o wbaadk,

7} ¥archowe gnlliem,

Horphovse tdollios are wed for

shifting hemey Jomds owvar ebord dlsglonsssy,
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Security Intormation

el aopliete of o rechenguloy
Prme wourbed on rollera.  The
doliy tn ploosd fo the conter oF
e loed umless the load s large
gy o regaulne o QeLly et doeh
o,

my HRSELCHERATID STACKTRE

s Sestine Por omed ler

penontfone then the powteble

,\:&mx'-rt"’m;\Mm:f& ripckars,  They havn

e emmgetty of 1,000 pounds

s op ot 1R pe }:w et . The

.1".{& m i m ot pae teweead theough

ey edes of hand crend

“w- Topm wildhn yengn

#. oas in the cuave

tophaeker, Other

roare ol ey,

332

w. FATIDGOPERATO TUURMED AND QAPSTARG

rmrone Yhere opnraied
They e i ther

A s ey uned b el
weta Wy ghradpht pell

a. WANTET, WA

£oEnrdntn gn

; v o measl Faodle
GO B SVery
Wl hendliag
v reeen Yhan Lransior-
S RA PN RS-
B Sy B f:, TR Lradler o
mﬂr’?"m"* "m Tote dn a bow oy, ov it
way Lo :wmvmmx-j* o enrry aupplicn
s poneiderablio distenens,  Uupit

Lrgwn gud* e e
(i s 4 (23

b

3

grerny
T 'ir\*m‘m.

el ~*"‘ﬁ'ﬂ”"l"v

Aprers gy W

Guiets will wake cavioin that gll

wgrehonns permonsa] wleeetnnl the
ryinginlae of meroe! handlioge-how
te Lifn, bow bo cpoey, snd how o
it of

f«ﬁﬁ“}@-(("' o Ehe lowd e e o
“"mr&xm or in the esrrier.

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7

PROPER MANUAL
HANDLING METHODS

SAVE TIME e PROTECT SUPPLIES e PREVENT INJURIES

(1) LIFTING THE LOAD

The worker squats down, feet spread apart ond flat on the floor, with
his body as close 10 the load os possible. He keeps his back straight so that
the strain of lifting will be taken in his thighs and shoulders.

TRAY CARRY SIDE HAND CARRY SIDE UNDERARM SHOULDER CARRY NECK CARRY
CARRY

FIGURE 52
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OTCRAGYE. BRTHODS
8,  DUCRACE OPYRATION

Gooll atorapn in edaplsr o oo
tinuatlon of Lh" recaiving oparad i
o (‘lﬂyu’:\-!' snothat 6 mey 3
ghip. "he mlf' b of alesgo
such foctorg oo the Pulleet
2"}’1(‘\" oy .
the commed Iy noult iwe Mow fdom-
i entlon: 0 owex ’*wm '“cv“f“v“’“‘ﬂ :

Tym o1, 41
RISV

A S S

(AR

sl

vaplid, “
stormse oy

The weoht B et
often mel- o AT onds Ty she :
of gtorage buildinge, Yarshousas and
gheds clve adda? roohontion 4o shered
supplies, ool st be usod Mo bi:‘ il

gwrplicn resutriog the wretost lon
wh* ch z, ‘Lw?’.fi:?,:".i o orpenrdd 2 T ol

o e Lo
15 awmw mv hr* il

so oe;" omww—
L,}mz:' :GUD; g

tion,
depat
cthers ¥ w":ac.m:mm s oon ho

opan ahoTage § eeted with ta
roofing aper, or m? W aevering,
Bl hov lo shtore cpn e Jater
the Following commodity faetors:

(1) Tre Chevscteristics of Supplics.

e {:’}1 Lormel

SRR TARR: 1ies will
”"&:u‘ A

G 2inl storege
i 3 m:c‘m*&.‘fn_,
m apes m instmetwng of the Chicef,
usenent and Bupply 0P Lleo.

wi - .L .‘L

(2) setlve Suppliss
Active wupplles due to go out aghin

in a shortfize will norma’ v be atored
near the loading poind.

SURET

Sem vy informalien

(3)  The Volume of Supp)ies

The yolumg of supplies in
Tneoring s)yigmens will often
determmine the gtorare loestios,

#ofl 't

5, J
i Yo Tare

SO
Tia .

i, Bty Mn

ol shored we elosy
Coaerve ag possible.

ATy cmmr be nxmowd
Items which can be
g ,:.z.m wu.‘i norpeally e

Ponad handled on pellets.
Y the Andividual comtalners coane
Bt oetand weight, or are irreguler
to onlze and shove, box pellets
v be mubgsbd 4, Bine and raoke
enxt beo wnnd o sualler items which
are vt *om-se The prineiple
ol wershouse vtorass, as in shed
D OEen o .m wfrer, A Lo ahore aocord.
3 0 nDEne mthc:x* thon by
mmerieal sequency. Storage by
rrnee not only seenits storege of
wore sueplies in 9 given areg, bud
I dows evay with the neceosity
for reverehousing 'iarg@ atecks Iip
eedor to precorve o owuwerleal op
aiphabetical Bmmm sequenca.

{2) Bioek Stacke.

Bloek stecking utilizes throe-
dimensionel spece, sinee a bloek
staek is two or morz wmits wide,
two or more unlts deep, end otacked
two or more wnite high. The helght
of stacking is limited by helght
of worehowe cellings, refters,
ptrength of Individuel conteinors,
Ploor lead Limit, and 1ifting
eapaclty of materinls handiing
eguirpent,
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Store Small Lots at
Ends of Large
Center Bays

\

el ==
=SS5 e
FIGURE 53
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Never store nmerically; always store by space.

FIGURE 5/
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() Hemey-combing. (=) Sefe Tloor loads.

Tl iz o spoce-robbing Cofe warahowse Deor
prochioe ap oesurs when supplles lesds mre norpmlly deter-
prc ctored or rowoved In sueh a nined by reforencs: to the
woy thar umwohle pyece Sa letd butidiny wlans, on which fe
withir wiache, When planning s che Tloor cepoeities in
stack, plan to wse apace accord- pounds per sguare ool are
ing G the natune of the mxp*ﬂ.im: cuntemarily designated.

o e shored.  larpe quondi o leads evbeblished
of aetive supplies will bo sbored wogbove will be cons-
in large Dlocks with deep rows, wiﬂm'm‘ 06 » maxivum for
bt sugpslies vhieh are withirown w1 will not be
in vretatively soall guantities
w411l e otored in blocks vhere
she rows are aoh oo deep, I
1o will be wade by rous

; .W;; 1 oawd novar naress She Uland storees i tormally used
whole front of the shask as the For swpplios thed need proteetion
ainle Lo mcsv.resly widened and no P’"«' @ Gun, rain, snd onow, bub not

v ohoeanore oy mmm m

ne spmeae For additional stovase (s

" et
fained .

(b) wieving isrge lole. * norael wrchouse pro-
B mLOTREe,

 well nlanned,

Lo m’r o well In and
bays A0 these bays are al the onds
of the »'amk:uuma, full width of
the buliding can e wsed for colig
SEOYBES «

oo munp i
<& Wy waembher
{c) Etpoking sids.

Fallets save gueh timg ané
Igbar o wndline snd storing wewy
typen of supplies, Crese steeking
individusl contflnars pivoes added
stability bo the pallet lond, but

1 nborage, supplloen
kel Junt sy enrews
s warehoutes end

I this ik not precticsble, sirips v ocunplies will

ol wood, eloth, ©r paper many ba 7"‘* stored meer *he I ding

planed between isyers. Dumage podut,

keeps molabure-affected zupplles

of T damy Ploor or grownd zvrfaces, {2} Dwwmes

stabilised the steck, aliows

ventilafion, end deparates In- Dummege 1o more imporbant

dividuwal wnlts for pandling by ounbaide than lvg 12 ralses the

fork 1324 Lruck. When supplies supplies far cnough off the

sre rtored on yallets, the pallets ground to let the forks of &

serve an dunoace. ’”tb""k 130 truek, or e orane
hoeok or slling slly undernoath;

{¢) Zafely nepsures. It stebilizes the stasksy it
koops the h::‘mﬂm ol the wel

To protect the supplics ond grovnd, whish o espealally

the men handling them, all stacke will  fimporisnt :w winter vhen
ke Iimm and stable, The top Ilsyer . “imm'us! lee way frecse e the ground,
will be level o mrevent wpper oo k

yelilet loadw from toppling. Securily ]nform:«h()n
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STORAGE INSTALLATION

Here dis a 180-foot by 250-foot seetion (warchonse) of
storage building.  Aisles and storage bays are as shown. This type of
construction hus « high center of 20 feet, 2 inches,
to the bottom stringer of the truss,

FIGURE 59
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k. CARE AY
Heasurer taken by the dsaot
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{4) HMovement to stormge 4. INUPTOTION OF SUPPLIES,
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dition for further shipment.
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. TEPACKTING BEFORE STORAGE

Sunpllies are oftan recelved
whleh requive rapacking bofore
furthar ehipwent 1s wade., Po-
racking 1o regulred to roplace
faulty oririnal vpacking or because
of demage resulting dwring shipwont.
Tt wil) he dorne o soon av panelilla
after raselnt to avetd concootion
of gvallsble packing facllitias.
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@. SHIPENT BY OUHMER TYPES OF
CARRTERS

fhipmorts by truck, parcal

‘ post, oxprass o aly will be
i rrepared snd moved out of stormge
: in the geuws menner as rell ship-
: wenks,  For supplies eent ont by
I truek o express, 1t i nocesmnry

o opomesain the %ime the trusk
will e ppotied ab the lowding
wlatfors so av not to tle up
wphicie and driver Ionger then
nocagonry, Shipsents by sdr
Involve gpecial welght considerations
in pecking.

¥, CORSOLIDATED CHIPMENTS
, (1) Advanteges.

The senpelidation of shipmonte
1z edvantareous vhen {4 saves man-
power, cquiment, spacs, or brans-
portation copt. Shippents may be
consolideied, wvhen sovers) d1ffarunt
shiyments are bouwd for the same
sreas and substanilal sevings.can be
made is freight cherges.

e e

R
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The wltiegte in packing will guflice
For the pesds of thic & The
need for an e shipped by this
Agnery Lo usually o vy oaritierl;
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(3) Verious methods of packe
sesdng heve bewn sdoptad from
industry and the srmed sarvicen
vl modified Lo weet the vro-
guirements of the Agoney. Gther
matheds, not sorioved eloowhers,
have boen developed Lo weot the
varbienlar reguliromonte of the
Agmnesyr.

{4} The pateriel proscegsed on
gvery shipment is throughly
Tnepeoted for gorkings thed
would identify the Agency, such
Tarkings sre rouoved in & wanboer
g0 ar to prasvent restoreilap.
ALY loms are inepecked for
chwions dofuets and when neceseary
ara subjectad 10 clegding proe
enages o remove vusht and other
Torelm wsvbstences Shat would
promote corropion.  Reguired
hems go through preservablve
processes 10 usintain thelr
auality wniil

it oL upe,
Talgeting and Cmeoifviog Hebthode

Regueshing ofTizer shouid vefer
o Wwethods, shipping

Tatrar, ~lag
(1} Radio receiver o be shipped
et of the ecmbry through normal
shipning chonmels:

SPECIFY:  Method 490 sos
Conslenes wddross
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the couwntey YWy airvs

Methad 400 atr
Conslgmes addraos

EPBCIFY

{3} Autowobile tives o be
ahipped to Chicape, Illinoia,
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SEICIFY: Methed 300
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Progeasing
R AL AR

Thin molhod doap nob weuell
reguive cleaning or preservatic
processes,  The item 1o fagpected for
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“;oc tm. vhen neceseary by 8 probo v Tiood
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praof begs are ghteched with the shipeping
atlress, An aresn, lzrge enouwgh fo auQome
mnodete the shimmeut steneil, is rainted
white on fuel whorage tonks and eiwmilar
itema, on which the shipment gdirvess in
gtonciled, Large reels of cable ong
wire are Mnished by neiling 8 x b
lengths of luber across the edges of the
reels completely enelosing them. Two, 13

imh flat steel dands are sppllied over the
2 = % Lumber end stopled 4o prevent tearing

of the banding.
LR

pive and tela-

riiy Information

METHOD 2002

DO

%,’m»rz o Lhomr thetd sve in thepe
salvee womther registont wdor uormel
eonditions, but Sk have copponents
vhat lneiuvde sgsesblies with eritical
gurfaces, end becpuse of wlgovous
condltions thoty way be one
A raguire ppplication of nres-
Livors and rortectlon of pro-
m*r'{'im' pavie, Used Tor items thmet
e to bulky Cor ersbiing.

11 ome
L s automebiles, lavge trallors

Porp 1Pt foueks ., et

Progeasing
ErORR Rt SRASRS,

Tne Itenm L3 dnepecied for cOomow
neuts pagquiring *uc'f,e“vut: ton., Paris
auch ap earburetors, oil Pill pipes,
soark vlugs gre sm,,cﬂmed by smwm
wane and whole onglne oo vered ‘hy
waterpronf harvier metertal., Grills,
goors and ventilators ave sinllexly
goslsd. Protruing objects such ag
wiveors, eanvas cover framen, forks
pad othor parfe are vemoved and
alther gecurely fastened in the in-
werior areas oF thr ilms or wcmm“
fantened to the exterior Ly i nek
Pind steel banding,. © lvm*m:;d gsmznv*
L m‘tm.mau oy the ttem For the
srnilicetion of dhs dzu,ﬂu!}{_, sheneil,

JETHOD 300
Heape
Used for itoms that in themselves
are weather resistand but reguire
mechenical protection to prevent
dupege n shipment aud proheetion
aepinst pllferage.
Tiens
Automobils and truek Gives,
gntenre ogulmment, fencing usterial,
glass, lumber, etel.
Processing
The item is inspected to deter
mine that 1t len't Gamaped end ploced
in & nailed wool box {SEL SHIPDING
CONTAINERS). Wheve necessary, the
bew is wade seoure in the 0{"g by the
use of wood blocks namﬂﬁ or Pastened
with woold sevews into positlion to
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rravent the shifting of the ltom,
In seme coses holes are drllled

in the bottom of the bow Lo provide
for Aralnage of any wabter thot might
onter the tox snd allow eirveulablon
of altr to vrevent wilfewinp., An
added protection o yrovided on
tives end sluiler fleas by draping
& sheet of vaberproof bovelor
materiael over the top of the irem
uderneatl: the top of tho bow to
defleat any water thas dvops on
the cease

METHOD Moo

athed Is vhe post common
of 81l wmethods wed in poeking and
erating. Ib lp voed for all iy
exeapt natorlal having eritical
metal surfaces and daliwam in~
sirmments and s ,I.mtcnﬁszd to proteet
eguipment ageingt the rigore of e~
vort shipping while 1t is In ftransisy,
it 1z mot intended o bo used for
long tewm storsge.
Thome

Office supplios and Muraitore,
dry goods and ok hmﬁ items wobh heving
aritvical metal surfneog

Ritiie

.

ar Lhems, alter

ingpectlion for dewage, are packseg
in o corrupated Dihrobonrd cerbon.
¥here necvssery, the liems are

cuphioned by the use of scorrugsied
board, tissue or wadding Lo prewent
damage. "‘hﬁ corton i N‘mn Wrar ‘W’i

ma‘.miaﬁ (&m te f") and m1l ~dg; % mm
sealed by applying @ hobt iron bo wake

8 wamr—pz“oa_m pac}mgu, The water-
proofed packase in placed fn a

neiled wodd box (u,j.f: SHIPPING CONTATHERS)
vhen neceszmry, in accordance with the
fragllity of the contents, the packege
iz "floated” in excelsior which i hand
packed to a thickmess of three tnches

on sll sides of the peckage. Large
items sueh as Pling eabinets, fure
nifture avnd other large objects ave
overwrayred with kraft paper or wadding
and wrapped in o heavy wexed, greasepvoof
packege, the waterproof packege is then
wlaced in & miled wood box, ;

Securily Information

METHCD K00

Seona

Teed Por all delleate ¢lectronic

c?tqu'xx et gpd othaer dtepe oimiler In
1 sthich 'z.\‘c‘ subjeet to rapld
.c*"u.ticm ue w0 olimatic ole-
mwoie ux.uzi oxn @#ll thems that
iong terw storage under
conditfans. Tt is intended
‘pm't;e,-‘c'ﬁ:-im: Iar boyvond

| n for export
’ta oteet ine
% th ‘." 0 am“ Loany elimatic
<~rm{:‘fi on eneountered in sy wethod
off glorase.

Thems
Communieatlons reesivers, transes
wittergs monltoring syatems, swithe
bogrdn, other communication sguipe
ment Tilm, vhotomraphic pepers, and
21l ftewms beving awbremely eritieal
woetal surfaces.
ALY Ttem2 stoved under oxtrene
eopdltion for lenpgthly perlods of
fite, such an flrenvme, smmmition
e, Tor burial.

R
TTiem or 1t i, alter lne
arection for dameye, are packaged
in o corrngadéd fihrabonrd cm'i"cm,’
Jelicale componod rig thet aye
Tkely to bonome 10 2 or detached
Toeom thote gonleh: holders are
removed, wrapped wi th cushioning
materiel end packased inside bh:sz
cartor with the meln 1tomp in, inaﬁ‘m,mm
whers Thic ion't possidle, they &
meeked An 2 peparate cerbon as z‘xeiz—
eribed ghove. Protruding objects that'
cannot e romoved are protected by
Inserting o ecollsr over thens whiech
is suwporded by & zolld wall of the
item tsell and the wall of the corton.
One and one hal? inch clseyence is
allowed beitwsen the eollsr and the
vrotrudieg objeet, The vroper
degleant, in sosovdance with enteblished
Formnlaz which provide for the ab-
gorphion of the moislure contaived
in the packeging materiale used ingide
the barrier waterinl, is seoured in
the earton separated from the items
by dumege. The carion is cesled and
rlgced in 8 moisture-~vaporproof beg
thet is zealed by & special heat sealiny
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Approved For Release 2001/03/30 : €14-RbP81-00728R000100130012-7

Sacurity Information

tool, & roall opsning fn left In Lhe
by thronpgh whiceh the moist edr i
drmm out of the packes: by o

vacwmm masn,  Tha meolsturs sy

yraed neclmee s Shen v’m" 4 in o

veltad wors box (OER TN u;’wm)
Whon mononTery, fn ss,czr.".m'f;?.cawx' with &
Tresilivy of the oombonte, M N )‘v&rm
to “Meated” fn oexecloier which g
wasked 4o g tRiakneacz of Lhros t&mhm:t on
a#ll sides of fiwvrecks T Mems Sn
W eommnication o 3 1kl e
Tloating .  then :wh""’nr
atorsge, nomvogertive T v?*t'-’ \v"lsf-?’i
aurese pone ThYe oop

:",r:.vﬂ.,m?, oW 1 the +he
nature and cnnebraet ion a‘f’ *;~ Thong,
The item s thorovghly wlesned b
dipping in vetrolonm ooty 'T“\‘"‘? vl gedd
aswtralizore; and Pinolly Qdmaed in g
very Meht nregsvvadive o1 <hat does
nob havae te b wenoved hafors 4t
een te uned and thon weapeod e oo
wroo? hertlor zm’fasfr‘m? {rods 5
whieh Io aselod o2 tans,  The
smount o’f‘ Few i@c-sm‘ 4 ’
Tarrier paterind and "”hé .‘,-.“m .
wrapped In eading to remvent sl
Poil bayr bw aharn pratrdt ng
v%ﬂ‘c!ﬁ the thowm o
& mals *uf‘r" wantisre® Bag whi<.7~
soaleds after whieh, +he
In shredded wmxed poper w
zontaineyr.,

of
IO

C
.
S

METHOD finmy
Bacme
This wathed 5o wend{for hoavy "quﬁ T
wmant, DMone that ’rteﬁw,m gwx‘rx':cc'rlmr' TOm
elimatie oloments wvhere eritlen]
surfeces nre invelwved, an well
lom ageinsi mochanice? 4
I'L("Q.n
iﬁx‘_fgﬂ p-»z,mamrs. wotere ,

PrORnEs,
automobive s e J,‘.l)‘"ﬁv, aha,

Procws:? 3
The itwg i thron wihly inapsnted
for demage with cooling. Tubriocat ing and
other liquide removed when wraetlosl.
A skid bere lv ponstructed of heevy

Securily Informatian

Lugbar which bacomes the bobhiom
of the Tinilehsd boux, boles are
grlllod through the skid, alier
vhich haevy carviags holts are
Inserbed Teom Bhe bobtom, 8
sheat of wmolshure-vaporprond
mptoried, lnrge cnough o opver
he Prow bedng pakbed, 1s pleced
nyay the aklds  Holer are made in
e bereder so thet it Fits over
the bolte,  Bulhae or synthebie
rephor gaskets are pleced on the

bolte cwer She bterricors material.
['x

ive cempound le applied to
wolt, borrier maberial
2 ol ko Wind all parts to-
gether to ovogbr e polsture vapor
wroal beredor, a sheet of Mhre.
hoard e wleced over the barrier

motes on tho skl o protact
the Laevier material from any sharp

wetal splivber on the bane of the
tham Belng pnebked. The item 1s

thern towored on the alid.end secured
pEARRA Y 1oby 2wt and leooknut,

AR X -vmm Incs nocemeary o tie
down loore or {lowabiog vrw»wnemte
of e ltem to wrevent *}mi r :’mage
in oht 2
U : m‘zw“s of‘ the
Lo aee wu.rvmw'm..tm WRED Tiorge
bazpd or someotber cushioning
materisl to syrewspt the rupture of

o 2'*’:M“m"*-—x'n~'n'r~17**m~:nf‘ voyriar
wrkeriel,  The orover ancwnt of
Aealecwant In amnwanne with
grtabliched Toremlas, which provides
for the aboorption of thy woislure
coptained in the pockaging watarial,
as wetl as the molgture in the sir
erelosnd in the dmrrier meterisl,

in peeured to Jmrious neris of the
ltew saparated Crom the itam by
durnage.  The barrisr materig) is
quickly piaced arcamd bhe ftem and
sealed ar Pest ae possible, allow-

Ing enourh dwelling time Tor the
senling fron to assure a por f’a‘ﬁ‘“
seal, A small openipg s left in
the hog, throwsh whlch, the molst
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Lhos e and the wall of the oo e,

EIRR to oot .
:\\ y‘a 1;a‘~:?:i o One oo one-balf ook olearases 1
Y8 wReTIn T - 4 . N ’
k A i_‘w:m ) . A el dowred hotuwven he oollar ond
spreat O . ,,Jf»z.u;ﬂmi o fuet,  The 0

e dreped ower '%bc'
s odefMect aoy o
arber L‘rw- WA

casnl, in zl‘:e.’r*rl'r‘"‘ﬂ!’.’:ﬁ'

mv'rm?ip « Whleh

R X Tulwbady .’:un af Lo
olm the pashoging

bl

"v-,mfu‘ off dew
Atn aotobiis)

a H 3
Tere Jueginaye and v’“‘m‘\.
A ‘X‘:l«‘-'.‘,hhv i,

: $ Ingide &
sortsiner, oo well
irn bhe gt a*:;"m"l o
nonbednar

in the wm-t_l e
Ty

uilt sy mf‘nzs '1‘1
iranmueh o
the nreie, no oaddir

ing io reguiresd, {Ik‘r"'a.um:'*;z: v,
charaaterint She Ttom vnbe
RECSTRATY b‘\ll'ili x. n:z" hraasing an
Ylosking is av B

Them mnd E'mmxr. &

rhe

oanled &
modeh ol
aurtainer 1s
e hard

) i'r.w

hieh ia

: ,m;ai )
i m'”-z-T

i w "17 L"I\
ke Te
It icate c\r"" ant if: 1 ,WI
tein Promted” in
zlor wi‘-ﬂ Ted wood ahine
verlations of
acoording
cme ilems
ylivation of

HETHOD 7OG:

This mwhz.‘i 12 lntended
peckaging of any item that
mib fscted to post 1’:?7;‘"'&:‘&‘&';:;2‘:
and storage oor
withatand
aarsion to aal
I extwomatly cogd? “1 Slwn, wet
and ;.&bmm ume wwqu%:*z::s
greetTie an .3 .“ the Thilef
Frpoursnent spd §

Win Acpizp
Then
i

.
Arkl
e,

r wv
Lrlnd Tend ‘:}nz

This met vw.,

!; 4*!n, *J\,G“,r a“ Teevy
ratdve 0L mey be
iheme, depwvadent un
- awt use of fhe Lvam, be cm mm-:a; ln
A1 ihow 2 ¥ il ub jeetord . - " o7 o

thet will Be swbjeeted ‘nothe natal cordzinees. In 21l esens,

-
1o the moct ewbreme o) fmetlc aon- iy
ke 2 SR The metal triner iz soete -
Aitione possible. .‘}:M ol :g?{;‘jnm ts eosted to pro

Py rocossing A YR L0,

The ltem or items, after !
y RLTEY N~ 4, finimni o
e, ling ny Combalngys

speetion Por damags, are packsgsd 1n o TR
corrugated ﬂhmbmrﬂ carton. Deliemts YTorious chipping cortaipers eve
component parts that ave likely te usad by the fAgency aceording 4o the waturs

kecoms looge or detached f‘rcmtt‘m r of
sockete or helders are vemoved, wrapned
with cunhioning materiael, snd mckagw
inslde the carton with the wain itew
in instanees where this isn't r.om'mlcz,
;ﬁzmgza z’;gsg mﬁf" czﬁ?m f‘;“tgn 8% Plbreboand boxes and wmsheathed nailed
PEert ¢ Frotruiing objects wood eratos wmre 4 i :
§ . stes wred for domestic ship-
thet cen not be removed are protactad ) .
& nents and cocssioneldly, Tor foreim shin.
by ingerting & oolar ove 1 o B
¥ 2 E cler over them, wieh is wments when the trensportetlen eonditions
supported by a solid wall of the 1tem

SL.. «..«Rla q‘

Security Information

there contonts, destinatlon mnd met“@\.x
of shimment. Cenerally mailed wood boxes
and sheathed, nailed wood oraten are pped
for all shipments demestic and Torelpn.
However, !n some inelgncos, corrygated
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{moatly elr shipments) worrent
thaty use,  The box mst he
rosfetant to quick nilferagpe

ond porutinisat fon: only mdled
wood evater provide reastieos)
protection.  Prachicaily all alr
shiomands are forveardsd in AN
wned boxes fraged with wood
Lettang so as Lo out down the
wetiht of the shippins comtatrer
Forothe move cconcmical use of

Oy
=0stly alr transeortetion, Jue
to the high eont fnvalved, come
wlete Juetitieation waoh i owe
gented holore This contalines ey
be wsed. ALY bowesr gre banied
with esteel handing sod &1l nedle
used are soosnt ooptod; wmebling
tham dAPPIenlt e resove withnns
detection.

i .

d. Corvugated Fibrebonrd Boews
Li#)

AYY corvugeted Pibrebosrd bowea
used will be of the wabter vexlptant
earrugated Sibvrehoant congiruetion
Tyee with o lesst o 27D pound dew
tursting e :

AL corvugnted Tibrebonrd Towes,
afher Tat : A
TEES U
Tame are reinforesd by the srnlleation
of /L tneh stesl bardiny to furkher
wrotest the item and fhe box., A4
Plbregleosn reinforeed tape heo boown
develorad o surplent ateel bmnd ing
onoeartone and other apeliiceticons.
Fhen avallsble, steel banding on
corrugated boxes will be ehanderied.
The pawly developed teve has the
advantage of providing as mueh DI
teetion as the stee) voanding, with-
out the dissdvaniame of the sharn,
edgee of the gteel bending cubting
inko the carton, thercy rondering
it uselens.

Gteel banding, further seeured
by stapies, 16 epplled to nll wood
crates and boxes,

2. Unshesthed Folled Wood Creteq
(FIDURE 1)

ey
I3
Ao e N

Security Information

-
Li

L —

ALY wsehoathed malled wood crates
ars conatroeted of 1w 4 lunber, wunless
the ftem requires s hooly erated
construetlion of lsrger lumber, and
all eorper menbers snd eldes are
interlocked to provide macivwn abrength.,
A1 neils sre coment poated te provide
srcdnen holding strength, The item
arated to usun ovarwreppad with
Boawy kraft waterproof berrier msterial
ar water roginisnt Cweahonrd shoots,

BN whay

“
i)

U Heited Waod Bewer

T nailed wood bow which 1x )
wost eonmon of all g oeontolnars
sed by Lhe Ag nd for all e
shiimrente and meot dowsetio shippents,

I le conmtruetzd of one ineh Lwber
whieh da froae of Joose inot holes,
Spwde B bow, which bhaw Tully clested onds

23 H
mud bubt Joints, in wicd alnost exeluse
Ivoly (FIGIRE 2).  The onds avo cone
strueted of 3 % b lumbes aed ail natle
are elinebed. Oides, tops snd bobvoms
oured Lo the ands by cement costed
to nrovids wuexingg olding  sbrength,
wt o stecl bends, olther 3/L toeh
SORT gavge or 11/T Ineh wide, O35 (
are aseiled Ho the bow in secorde
he Wit and size of the hox,
Two wood ekilde conmsiruetes of & w b
ineh luiber, pecured to She Lotiom of
vhe box with comewt cowded naile are
zead on the bottom of 211 bexes having
& prass weltht of 200 pouwmds or move
T

B v
LTSRS

0 #’L»J, .

W0 battens sre appliced to the B,
ves 3% inehns {n
The battens which aye cone
:d of 1 x k ineh lwdber are placed
one third of the distence from +he ond
of the box 4o provide Shyss agrad ~d Latant,
uksuprorted Tans. On bores gregier
thar 36 inches in lengih, another
batten s applied for avery dlotence of
2% Inches thersafier (FICHURE:).

¥

e Plvirand Doxes

Plywood boxes are used Tor all alr
shipmente and are constructed of 1/4 ineh

Security Informationy
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Mlavacd with batiaw conptrusiod
of 1w 2 5/8 inch lupiber (FIOURE
5). Bastens are abtached to the
wiyweod canels with 1 UM% inch
plasterboard malis ¢lin
the outside of the bedte
ponele are nellad togpether with
cement coetod natls to provide
waxhway shrevptt. At leash two
atael beande, either /4 lneh wide,
OO sauge o 1 1 dpeh wide,

S35 o, Qe m’:;;i:’.w Ly 1‘;.!';5.
o, Bewen dheb will eontoin hoaory
Lhemn Teaturs loteyviosing cornes
esanshruetion {(MTURE 6) and in

some Ingtanessz, extre battins of
alentn gorors the Tgea of the
vwood pemet {(FIOURS 7).

h.  Sheathed Heiled Vood Sratos

Ehagthed natled wood erates
(FrowRee 0, 9, aod 10) srn used
Por @)l fhams o g in peonywlencs
rith mothed | The sive of
Tomber weoed, Uype of soustrustlon
s madling rettorn varies with the

wal gt m'_? mMmM @ hm acyyhorin g

wmﬂwm- Wl g
fiemren,  Added abye 16 providad
cver the srdinery nailed wood bow
aw the wre of Sonpgue and proove

Tamber,  Tiret, 2 heavy g wonally
“C‘ﬁ&‘h‘t"’!t"t"’ of 8 » 12 inchex lumbar
ond roinforeed with lerss wenbers.
The 1tom 1s bolted So the shid and
hales gren 4eiilad in the okid as
walisna on the sides of the nrato Lo
pravide siveunlation of frush al
Immwh as dhe orate 1o wonaily
uped o heavy items, *he use of sheel
lans thsxn 1 31/% inch wide, 039 gouge
18 rarve,

In most inebences, tar roofing
wakerial ls applisd to the tap of
the grate over-imopiue aix inches
on all nldes of the crate $o protect
“he contente Trom falling raim or
palt soTRy.

"
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[

Lo Merking and Doovenenbstiop

Fwmory
e ond y wmarking myplied to the
shivping container ave the weight,
suble content, dinennlons, Tok
numbar, deslpnsted conelimewn addracn
m*} rond Ling lnodructions ecush as
Proegile”, "this slde up end nte.
T.n Fotacilis lnu tanees, handliing fow
ruetions bave Lo he oliminated to
sabioty seonrlty requivementos swch
eanes lpwalve wore thovough Lrberior
vookesing.

LD

almout ex-

; {‘.mw Bhe shlpning
i oo only apmlied when

0

g ofiics so desires.

Jinte are ot ineluded
g dnberior of the ship
L.mm.;‘z.x-ewz' e fm,k g on the nutddde
cm. m-::r o

"y

in

detailod
sh‘ﬁ.};memt is

throush entabliahed
1y ho the tonsiznes.,

2
3 jmcmmn'm take the plade of
" oovaer
.‘&*f‘-

by and copnloboly
m ’mr

waoking 13
all :i Lastns .c;lirl'**“'

.
24 -

1!‘1

;i mfc.as the
Toci mzrs‘»:wr in chh the Lhem will

e Pouad,

Panuside
mrestle nerkings Inelude gl

WMOIRLUES &;'ri}"li 3 Yo howes uu«l.’::ru\: for
export Ln edditleon Yo the danigneted
conglgnor address. less u%:hcmimea
appelficd, the conalmmor address 45
lised ez ‘22}3{}  Bhroet l\-u‘;n.;
Washinghon, D07 For sovert achive
Itien, the requesting office mush
farnish the proper eoverd consighoy
eldwess.,

Docunertation of the centonts
is sccomplishad in the some maxosr as
oxpert shi ipments,
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Moot demestic shipments are
Imndled on Govermaent Rilip of
Iadling, havevar, some brensporiablon
chavger pre peid Tvom wnvoushered
funds when Justifled by the roguesting
affiee,

In 211 instences involving
domestie shipuent, the follewing nmet
Yo provided:

addrass, {(a) fooplete concisuow
pddresz. {b) Cowplote comeienor

{a) In the cesss of maberind
returned Yo vendors or meterinl obtalincd
on leen beels, It wust be specifiled ac
ghipped at Soverpuent oxpense o 800w
tractorts expense and the node of tranpe
sortatlon thebt lo o be ooployed: (f‘mi;ﬂ;y&,
rallvay express, abe. ).

SECRET
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pim.

wT.
cu.

ALFX4" Cons truction

8d Cement Coated Box Narls

Security Information
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SECRET
Security Informetion

x. £ 4

R I Pine Boards
' \\ "3ar Bc“cr'

. N RN T 84 BoxNals
< l\',’,_f_l_i,_i._ L o I'X4 Battens
~—6d Box Nails- Clinched

Nole: Sleel Strdppmg %“wode, 020 Ga. lo bc used
on cases havmg gross weag'\l less Lhan 300 “)S
Slee' Stv«ipymg 'Bl‘”w'de.-ofjﬁ— Cdv lo be used

on cases thlnB ross wel ’ll 300“)3- or Imorece.

Two 2°X4" Skids wu"arrear onall cases welghmg
300 1bs. or more. Two I'X4" Ribs will appear on all

cases 36" in length adding one rib for each 24" thereafler

FIGURE 61
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Security Information

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100130012-7




Approved For Release 2001/03804r E4A - RS PEmabb728R000100130012-7

Note:
Batlens dnd Rlbﬂ are svcuch

o the box with 6d Box 1~
Nau!s— mmchnd

°r
e,
1 Fine Boards “Zar Betler
A MG.I%F Si@ﬁ', Sfrdppmj,wad.
G M/ 84 Box Nails
G BN 1'X4" Battens

- 2°X4" Skids - Sccured to box wilh
10d Box Nails- Chnched

Strap cases according lo weight: under 300 Ibs. use #
widlh .020 Ga.; 300!bs. or over use lg'width,.035 Ga.

Two 2°X4 SKids will appear on all cases weighing 300 Ibs

or more. Two I'’X4" Ribs will appear on all cases 36" in fenglh
adding one rib for each 24" thereafter.

FIGURE 62
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Note:
“atlens and Ribs-are secured

to Lhe box with 6d Cement

Coated Box NaWJ///
/ /i — ‘v

) CU
* | 1 DIM.

y

PlneBoards '3or Bcﬁer
I'X4" Ribs

' \.. * . .' gl Sl?e' Strappmg 020 C&.

y 1 —

8d Cement Coaled Box Nails
S~ I’X 4" Battens |

N g-

Strap cases according to gross wecghl under 300 |bs. use § width,
020 Ga.; 3001bs. or over use & width,.035 Ga.

2X4" Skds will appear on all cases weighing 300 Ibs. or more.

Two Ribs will appear on cases 36" in length adding one rib for
each 24 thereafter

FIGURE 63
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Not. ' .-
B.l“( Hy e secin v\l to

P'y wuc\l Wl“' Wd:v’u .

chl l‘(‘ N\l | ' “

‘(‘"q .

4" P’\’Wuo \I

== 1"X23 " Batlen

.]“ (\\'fu»f f)rm”)uuj ‘);)O(-d
8(* Box Ndl'b‘

Ba“cn ndl’s lobe C"n("’w(’ on Ol“mde of bchn.

Strdp cases a.ccordmg to wmght: under 300 ”)S use ‘}“\md“\,
020 Ga.; 300 Ibs. or over use ‘é"wudu\,.o\% Ga.

FIGURE 64
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‘/,n.f,//' E— // M
L -
e s .
Z/// e d |
— m— B
WT. il
cu.
DIM
I / II"Plywuod
K - X 2¢ Batten .
- 1% %% -3 Gteel Strapping .020 Ca.
i: L ﬁ-_”;_. . W~ 8d Box Nails
]n{erloCkln_g
Corner Conskrucl‘on - g
[ .
Note: Ballens are allache'fl to plywood c 1Tz
with p|as!erboud natls, 1§ in |en9th. u
Chnched on oulside of batten. —
‘L D

Strap cases accoerg lo wcogl\li un{fr 300 “"? use i‘
w'dlh,.OZO Ca.; 300 Ibs or over use 13 w'dtgmﬁgras Ga.

| FIGURE 65. ~ Security Infomtion
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/// ] /
i === — 2 Stravne
& Steel .B)EOSGA.
) DIMm. /
‘1‘ % p'_ywooJ
" | '’X2% Balten
'y 1. 84 B‘ox Nails

Note: Batlens are attached to plywocd
with plasterboard nails i i length,
chinched on outside of balten. )
Strap cases according Lo weight: wnder 300lbs use #

w,Jth,.OZO Ga.; 300 Ibs or over use 15" width,.035 Ga.

FIGURE 66
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‘\‘ \' (.‘\ \'"lrn' (‘I‘d . v n‘ .
Boy Ndl’ﬁ (\'uu'lllﬁ‘

I'X4" Batten

N

© Yleel

Sll ‘PPHI,
'!'i‘ Wh‘"l,.
.03% (a.

[
cu.
L Angle
Brfqe

Cd Cemenl
C\)d'('d BUX Nclllb’

Clinched
X4 Ribs
_____; ’.‘ \ 1 .\\ . y
N - -
Note: \\\\ ) X4 Skdy
The 2'X4 Skds o
Are Securcd to the A ! Pine BU«’(H'S, “d o “o“( r

Box Wilth 10d Cement 8d Coment Couled Box Narls
Coaled Box NdllS'(\lmc'\cJ

Slrap casts according weght: all cases under 300 Ibs. use

}"mdlh,.OBO Gd.‘- 300 “lS Oy over use ’%'vm"h,.(ug CQ.

FIQURE 67
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—|'X4 Batlens

o T ,
= =27 |- I Steel
/ / 4 % Slrapping.035 Ga,

I'X4" "X Brace

~—1IX4 Ribs

. I"Pine Boards *3urBeller
~—8d Box Nauls

N—2%X4 Skids - Attached with
I0d Box N_mls

Noie: Ballen, Rlbs anJ BraCes are altached with
Bd Cement Coated Box Nails, driven U\rou_gh and ¢lhinched.

. Sirdp cases according to gress weighl: under 300 1bs.
use § width.020 Ga.;' 3001bs or over use .035 Ga., I width.

FIGURE 68
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Security Information

8. 1ABOR
n. Censral

ALl personnel employed ab any
seurce of svoply opevated by CTA
will be within the debles of organizo-
tion egteblished by Departwental Head-
quarters, and procured through normal
channeie en providad in Persommel
Regulation .

]

25X1A

SECRET

Security Information
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g.

e .
LY b,

PROTECTION QFF SUPPLIES

8.

Genarnl

This gaction 1z Intended Lo be

 guldn Tor the swolachion of suppliee

from Pirs and thofh,

Sueh protaction

is the responslbllity of the Depot
Chint,

.

{1} fire
AMegquate protectiom will be
takan Lo vrowent Piren but gul-
Tielent Mlre fighting squipment end
tredned poraonmel wust be walnisinsd
Lo gonbral eny fires that may ccewr.
MLlforass

)
The Depot Chled will nlsgo be

sponsihie for inguring that

Thes upe wwoperly provached
inuelh piliferape, Storepe aroeusn
Lonorpelly be restricked o
suthorized pergounsl only and sosrds
will be meintelined as required,

Pire Peavention

ALl storsge perporme] wust be

thorvouphly eware of the extreme in-
woriance oF meagures Lo eliminate con-
Altlons incident 2 starding of fires,

(3} Feating, lighting end service
equingsnd vhilch may constitute o
petential Tire bhezard will always
be kept ln repair and properiy
opteraiad,

{2) ESumoking 911l be permitied
only in loeations specified. Such
locations will be gubjeet to Tro.
quent inspections by responsible
persornel, “YNo Smoking’ signs will
be promivently posted in all other
areas. Sand palls, ned cubbish
recaptacles, Wwill be weld for
cigaretie or tobasco dlsposal. ¥n
foreemont of regtrieticng will be
striet, with penalties for viola.
tiong,

Securily ntor

it

(3} Vorking supplies of inflemmnble
packing meteriele (oxcelsior,
shraded paper, ete,) will ba re.
ptrioted to the contents of

bing or bousw providad for thelr
storsse .

() Fuelirg of warchoue tractors
fork Lifh trucke, end efmidler wmeche
pnlcal aguliprebt, and repelring of
such equipmont when 1t Involves
welding or the we of low flash point
eleaning Mluldr, will be Gony oubw
pide of and at leest 20 foel awey
Irom wereboumes. Cvernight eborege
of sueh aquipment soy be permitied
in warsbmseo, ub suiteble loewbions
vLLY be malooted Tor swush storage.

{5} Housekeaning. A high
shaxddand of glesnlinesy snd order
to dmporbant to fire preventlon.
Acowmuintions of rubbleh and waste

randily ihe, and mey 40 5O Gpon-
taneously. .
{a) vaste paper and other cowbuste

e waste material will be reooved
Prom dsglameted recoptacios at the
end of eanh day or ofbongs 1P
scowrlationg warsast . Hubbish
cnnp will te covered, preferably
with sell-gloping-tyne COVETS.
Accumiiatimm of wasie matoriel

in oub~of-the wny vlazes such ae
shelvop, 2ablinete, boxes, snd
under gteirs will be provested by
constapt Inepection.

() Motal weste cans with selfw
zlosing covers will he provided
fur olly rags end wesia,

{e) Fubbieh will be dlaposed of
Vefore large quantities acowmiede
It this is dons by burping, it will
he done in & safe place and v
secordance with losel fire reguléi-
Sdone,

(28} Opersting aieles will be kept
elear of eny obstructions, especidly
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CQBRECT HEIGHT FOR EXTINGUISHER
Size and welght determine the

helaht at which cxtingiishers should be
mounted on the wall,

FIGURE 71

.- FIRE BLOCKS ACCESS

Extinguishers should be located so
thet fires will not block access to them.

FIGURE 73

3/30|: CIA-RDP81-00728R000100130012-7

POOR HOUSEKEEPING

Supplies should ne ver block access
to fire-fighting equipment.

FIGURE 72
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A pump type extinguisher located in o readily-aceessible
spot itn warchouse. Naote the card abore it indicating tupes of fires against
which this extinguisher is effective.

FIGURE 74
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U VA PERRNE
for FIRES =
CASOL i NE o
O L ~CGREA YL
PAINT b

A
W

gy FIRE ™
bl EéTINGUISHER

g gt

: R TR
Y Yy : .
. r
L W, ) ¥

-

AR

v

Each piece of fire-fighting equip-
ment should be prominently marked and easily
spotted from any visible part of the storage
area. Red arrows, attention-compelling signs

or other means may be used.

FIGURE 75

B e NN

~s

CONTAINER FOR PACKING MATERIALS

Abore is shown a container for
packing materials made from the familiar *GI”
can. Its principal jeature is the lid which is
hinged upside down to the back stand. A hook
on the end of a wive holds the lid up while the
container is in use. If the packing materials
should become ignited, the heat mells a {ow-
temperature fuse, as shmen in the diagram
«abore. The fuse severs connection of the wire

with the lid, causing the lid to close.

FIGURE 76
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WATER SODA ACID 4.GAL. FOAM VAPORIZER CARBON DIOXIDE

Heve are the frve most common ey of firg r\lluguuh('r.! noase at )Illltl/:t‘ instaltlationy,

FIGURE 77

WATER PUMP.TYPE
EXTINGUISHER

Extinguisher is set down in upright
Jusition, One fool is placed on Joot
rest, and hand pump operated with o
SODA ACID 6 to 8-inch stroke. Stream should be
EXTINGUISHER directed at base of flame. Use on wood,

paper, vubbish and other o) dinary com

Extnguisher is turned upside down bustibles.

when veady to altack fire, and stream is

divected at base of flame Thiy i of

extinguisher  effectnwe againt  woud, .
paper, yubbish and other ordinary com- Z
bustibles,

CARBON DIOXIDE
EXTINGUISHER

Doscharge horn is loosened, safely pin
pulled and valve opened. Blaze should
be combatted on windward side. Horn
is slowly moved from side to side, di-
recting discharge at base of flames. This
extinguisher eflective against electrical
fires, burning liquids, greases, gasoline
and oils,

FIGURE 78
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Sacurity Information

during pericds of Inaotivity in
sotrage arenn,

{6) Spontmneous Tgnltion

Ca

Boodl housekeaping will eliminete
the more somon couses of spontanecus
fgnition, Novertheleas, oertain
comucd it les deserve special considerastion,

PIRE PROTICT O

The objective of fire pratechion io o
Limit the conseguences and extont of Tiren

that way broak out, and to winimize resnlte

ing losses,
(1) Pire Alovms

Aparopelate Fire olarm svetoms
prvide Por prompt notiffeation of all
flre flghting agencies a0 that Mres way
bhe attacked in initlal steges, The
effiolenty of the oystem will be checked
I'reguently.

(a) Informstion wil) be prominenmtly
pasted on or sbove sach telsphone 4in

the warchouse arcs elaarly snd axmetly

stating the lecation by bullding,
seetion, abe,., and the nuwher or
pereon o aall 40 repoch s Tire.

(2) Firs Check

For all storege aress, snd servies
waildings, & thorough imepection will be

wade within 1/2 bour following the ewd of the

doy's operations with particular atbten-
tlon glven to provable fire hazards,
verte Sisposal, leating eppliences,

rotation machinery, lights, meens of entry,

eti,

w

(3) Fire Pighting Bquimment

m All five fighting sguipment such es
automatic nprinkler gystoms, stendpipe
aguipnent, privete hydrant aystems, vater
valls, and extinguishers will wlweys b

roady for Instent uze. ALl equipment will

be checked periodieally as preseribed by

zurrent diveekives, When wmed, it will be

immedintely put back inot pevviceshble

ishers.,

ALY suoh equipment will be roadily
acaesnible for use in any port of
the storage sven. Cove will be
takan in leying out the storage
area Lo wakd avellable reeded five
fightlng equipsent without undue
loae OF stornge opace. Fire Mght-
ing equipment will nomwally be ploged
wlong trensportation alsles or
Inmedlately innile ond adlacont te
large axtorior of fire doors, The
leeation will be plainly warked and
the alarme will ot ohstruct or be
g oot Lo fndury by traffie din the
piwlen,

ﬁ. PARE PIOETIRG LOUIPMENT

(.1 ) GCenpral

There will be gufficlent £l
Tighting equipment to handle all
emergenceles bHased on the naturs of
the tullding and the charscter of
the supplics stored. Tt is the policy
of the CIA to provide organiged wmeblle
fire protection st depots and ware-
house fostalistion where the glze of
snd extent of operations warrent it,
tn sush orape o ingtellatious a fire
brigade should De orgenized and
tredned in the use of fire eguipment
(CTA Satety Manual Par. ¥ (11) ).

Boell inctallations or lsased
facilities in or near cormunition
naving organized firve depsrtments

may depend on them for protection.

In addition, fire extingulohers

and other deviees will bte distrlbuted

theourh buildings and grounds for the
use of any parsornel to oxtingulsh
Tires bafors the Tire department arriws

e, TRATNING

{1} Oeneral

A1) persommel will be wade tho-
moughly fire congeicus and trained
in proventing, reporting, and exting-

uighing fires so they wiil be sble o

rander waximun mmmtawe in the event

of Tive.

{2) Fire Drills
Pire drills will be c-an&mciseﬁ e.t

condition. Dete of inspection or recharge will ,,?35’;3133"” %lx s §-?r goe

e recordad on tags sitached to ,mr'tﬁ
. d\
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PARY SEL oUGPLY, SEEDLOE i, Imouws aod ot of Goversednt Peoperty

e Ioouss

Ae AN Lsowe af son-gipendable ponperty on sdmerandws raceipt Basis ouvers
They donn, temparary asslgooant o subboploed wee were the reclipiend sspuwmes
rasponslpllity ul oot soeomitnbiiity oFf such propeYdy.

B T Laguisg olTiof xatains socowalebility oF leewed wen-dypopdobio
progerio) <49

e e isaulng officey deope acoownbabi ity of losusd eapondable Iteme
WO prope? peeting o bhe siRog reaupds.

i Pagnedure

S Wi A S Y

ALL properdy wiil bo Sepued on Beguisitlions Pows Bo. e85 and sballd
Lockude the approyinsee peviod of posoewsdon,

3¢ Iosuss of Puel-iudricsnte

Tomae of Deels snd Dumricints witd e made on Uelivery Lioket sand
Rewelpt Fora 30493, and cuvnsolideted oo o oonthiy besls o foes $o.
The Jattor sobion reflectis a orodit %o Lhe $tooh record oo ante.

be Use 52 Goverawect ‘roperty

impleyaes of the Agency wiil not use goversuest property D pedvede
unn o parsonsl guin (violedivse of his vemuiabion are sublecd W snvere
penuibies by paublic low) sseept fn She loterost of uperationsl sbielmuest
wheveln saticrizadion fur exespbtiony suy b0 gramted Yy Cnlel of dtatton, Senior
Hopremontativesy or floe Haud.

Je  Property Loened b teesnlisations op Iudlvicuals nob Jart wil DI

v

8. Wogn properdy iy awbhorizsed for loes, oequisitfonn ahsil lnelude
(1) Autharity foy naling loam.
{) smteriel lmvgived.
{3) Ievwing dute, snd custodion by muse and organitetion.

(b} approvivate poricd lmeoived.

. SECRET

ity Information
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aeiwlty Information

PART ZXY SUPPLY, BECUTON Ly Heteriel Disposition
(Bot Imeluding Issues, Tronsfers v TN )

Befinttione

Watexriel . to e disposed of may bo:

fe  Hawpn:  Broperty thab oo n temonsble frospeat of sale, oxeupt for
Lt basle materiel contont.

|- éiauw%“@_.; Worn, desuged, deteriorated, o inoonplete propsrty vhed bos
nO reusunable prospset of 2ele os o WAl Bad hed velus 1o oxpess of St
oala materiel conlent booouse it my contads servicestle couponents.

©s Waste Meteriel: Cvoperty thet Ses ne ressonsvle wroageed of sale.

de  Lomdanned Froparty:  (openty vileh las been condemed ag m TR
to eallh o Lhe best lotevests of thu Agamoy.

Qe Burpiue eovertor: Propeedy fhat Lo aurplus o Anenny needn,

vmilode aed Inateuwsents of Hhnosal

S By tevbifivete:  Condenued Froparty ey be dlaposed o by eertlfleate
of desatruction To the propwr Jariediotiongl Gevey Board ahowing aabeority
and explanotien Tor deatruation and TRy Acound and wethod weed.

bo Oy Deslaration: dateriel classiflad ae surplus, BOPEL, of Bolvmme
ey Bo Alaposed of Wy the Avcvumbebla DRPTeew Rt appeovel off toe Lhied,
frseurenant and Supply MPPice or the eoprupsiebr senlor roprossnitaidve,
axeept of Frowifed below.

sry antnorived o Sispogy
[k FANR Jropety, provided Uat the tebel aequlsition aoat of
1tome Alaposnd of does 1ot exceed SACG.00 tn ane fRarter.

B Thetts of propesly witiis deparioratal eadguarbers Will be pegorted
dwmedintaly by telegruoe bo bow “apelanl SRoMPLSY Beanci, lsepention ml
Toourdty rLica.

@s Upew peaper deterainstion Tuad brogerty Las Lesn Luet; dunonged op
stolen, wilhin ke peovisionn of Jeotion J, w sarvey report wild e e
pared on Yurs 3618, in tripliceis, to toe Buard of Huwvey having
Jurlsiiotion,

AW

miiry Information

fz
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Sacurity Information

4 Propevrty losbh os o resalt of apen bostidlitles or politicnl sibwetions
wLth o fwurelgs governoent Will be dvopped fvos sooousbebiilty whon 4vreated
by the senlor ropresentative of the srew concorosd or the Uhiel, Procuremsent
and Bugply Offlew, as eppropriate. decessary abjuetuent reporte wiitl be
propsred by dhe directing suthority to Wo preserted to the OLA Pwoperdy
Burvey Bosed for Pinel aprestid.

CSECRET
Biseurity Information
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| fhe T Sxewey Bosed wild, wpen Review, soowmeend aeticn b e Ghwlne

e Genier Soprpsendstive of oo owe will wewlew Pindiogs of Yhe doged
wader tds Jurdsdiotton peder to forwerdlug wepord Go Deadquurburs,

" “Boer .il}i_cn’maiion

»»
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Y inlormation

PEOT XIT GUPTIX, SECTION By Awdlt end Trentory

1. fughordty

e Fhe mdilore-losChiof 1o oharped with the rompensidiiey of
perdodic sudite and lwventories, mode edther st hie owm dscrotion
o at the veguest of the Tompeoldar Oonoesl. Awdite and invenbordon
will De mede, by pevsorme) delepabed by the Awiltorefneiliior, of
sll CI8 matorded md maberled rouonds sblssst ooow por Dlosel wosv,

e Avenanbeble nfflcsrs will bahe adddtioned Dovenbovdes b
oosbioved pordode throughout the fiseul wear fop the purpose of
cheekdny thody acommbing reoords.

te  Authorised officlsls of the Aponsy aey anke wsohaduled
Ingpectione Tonr andit end Invembory of matoried snd metordel,
vooords ot timew other then hwose dsturained 1B parerrod (m
Bhywete

v Purposo
The puepsssn of aedits med Smwantorlos wray
v Po moke phyelonl exsuinstions of metordol an haxd avl in use.
e To confved roviews and lnspechbionn of the meoporty aeeountss

e  To vmmere that the interoests of the Dulbed Staten Sovormsunt
ars belny nedntadred by proaser seepunbing piosedirog and controls.

B He i e

S  Audit sl Snventary teens, compossd of porsormed desdgmated

by the suditore-lymihiaf, ave direst repregentstiven of the Diractsr
of Cantaul Intolligemee. Themo tepws mre pemponsiile for the
inspection of Procuremont mnd Bupply activitiee, sudlt of property
and guperelsion md contrel of Lywentoplies,

be  Hwowy faeddity will be efforded %y the Azemoy component vigite
#d by thess towms to cnsure s conplete and compmohensive wxamination,

25X1A ¢« S2fen Hoads, and pL) olher peve
aomaod will cooparete to the fullest ponsible extent with thw
sudth omd loentory tosn and wdl) meke svallables
(1} Porewmel nocesssry to aceompliish the sudit and imorentovy.

(2} Coreospondamen, vouchers and vecords of the Procuroment
an Supply sotivity.

. OFCRET
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Lo Sbloctives

The ohjectives of the sudit and inventory teams are o
‘ promote efficiency and econamy of operations by obsesving,
; examining and reporting on the atatus of condiiions encowmtered
i and the effcctivencss with which these sctiviiies fulfi)1 their
respective wisgionse. Additionzl items of concern include the manner
j ' and extent to whilch thege activitios comply smd adhare to Agency
j Rogulations.

5« Progedure
2, Thirty {30) daye prior te sonding an sudit and invontory tesm
to a component of CIA for periodic enmination and revicw as ine
dicated by paragroph (las), the AvditoreineChiof will notify the
Benior Uffieial of the component concornod that zn inventory,

audit and inspection is to be conducted., Nobiffcation will
conbaine

(1} Dpate the action 1s to take place.
(2) Tabe the team can be expected to srrive.

(3)  ixtimated number of individuale rogquired to assist the
sudlt and inventory tesm.

(4) Uames of teem official and of individusl members.  25X1A

be  Upon arrdvel ab the Agency component the officlsl in chavee of
the temn will roport to the 0ffice Haedm
Chief for the purpose of exchanging informavion FOLALLVE )

audit and Inventory to be undertaken.

I aly P
. Da,,ﬁ.‘.m,‘ i
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Gty hfuosiom

TIT, GUPELY, SEQITON L, Repoets ond Repoviln:

>
bad
i
FY

Lo General

ree will Ludltiate

r

we  Toe Culet, crooarenent awd Supply o
anlbor and control waterlel reporting
Ageney, whicen wlll enable the Agency or

pomadavaing
DR reporting systoas Dor tie

{L) Betomine projected asbtoriol reqairononts .

(&) Determiue wrocurenend wid storaog requirencite.

{5} nos and control e ubllirabion of materlel.

(4) Determine tre cuxrent sbotus of stock Dy Locatlon.
(5) sv.edule produetion.

(<)
Ltem

ain oa creek on every step dn tie transmisvivn of ench
toias miuipped.

(7) compute the monebary value of all oy auy pert of t.e property

i in glorege or dn use by the Ageucy.

(¢) Determine the rabe of use wud Cepreclation of o whven item of
malericl.

Peleraine the mnterisl stotue of each Ladividual project or

25X1C

(10)  Compute statictics wilel,
N will constitute o Plea besiso for wtlilination by tie approprivte
wrganleatlonal component conaerned.,

(11} compube wareonslng sud transporiation needs,

= A

{12) Dpirect bhe tronsier of usteriel withln or bebween qrens.
be Beportlng on metiors of pateriel will be gecoupliared Lhrough the
chonpels eetablis ed elsewhore in this manual. Ho reports will be lnshi-
tuted or produced within the aupply systen, without specific approval of
the Coief, frocuresmest and Supply GFfice.

7o

H
.

Reports Re q,uired

e The followlny reports, which chell be forwarded by the Pirst avall-
able pouch to the Procuresent and Supply Office, prior to the close of
) busivess on the Fifth working day of emch montn or eseh quarter, ws tie
A ense may be, will be computed by ench Accounitable Ufficer es of the ologe
of business on the last dey of each montily or quarterly pezlod:
SECRE]
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Secawin fdeso

(1) sboek Status Aeport - ontily

(2} rroject Stwbus Report - jontily

{3) Report of Loenl Frocurement - Ousrberly
(3)  surplue Property Regort - Jusrberly

(5) status of Goipeent Repord - Cusrberly
{6)  iroperty i Use - Cuarberly

(7)  storape Facilitics Roport - Cuarterly

£

e The Procurement and Supply
the above reports Lor the purpose of f111LIng bhe recnire
ILI, Pectian L, paragraph L.

iee shall review, sralyrze and DYOCEBE
e off Fart

sateriel lonetery Value Report

fhe Procurement and Supply o 1L eompute o intericl monetary
Yalue "%eyort wilen shnll Lo rtubmd,m.l Lu bhe Comptroller.  §his report shall
conslet of the velue of expendable nod sop-expendable sateriel in storogn,
on a nonbndy basig. Do adddtion, ok o gquorterdy basis, o report of non-
expendable meteriel in uwoe will bo sode.
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PART IV
PURCHASE

A.  Authorit:

l, General
2, Froouwrsment aud Supply Office
3. Contracting Officers

B. Definitions

1. Purchere

2. Equipment and Supplles

; 3. Servioes

: L, Contrecting Officer

| 5. Contyaets

6. Formal Advertising

T, Negotimtion

8., Change Orders snd Supplementnl Agrecuents
9. local Purchese

16, f£mall Purchase

11. Speeial Purehages (Unvouchered Funde)

¢, Policlen

1. Caneral

2, Tmnds

3. SBources of Furchsse

b, Bwy fmerican Act

5. Ineligible Contractor snd Disqualified Bidders
6. Freight on DBoavd

T. Clasgified Conbrasts

8. &peeificeiions

P Frocursment by Formel Advertlaing

1. Use
2. Soliettebtion of Bids
3. Submission of Bide
4, Opming of Blds
5. Recording of Blde
6. Rejection of Bide
7. Irregularities in Bide
‘ © 8. Mistakes in Bids
‘ $. Awardins
‘ 10. Informmtion 4o Bidders
11, Distribution of Bids and Abstrects

NS 51%

1 s § Y P

Sonunity tnfore i
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E.

F.

G,

i

I

12. Protest

13. Statomont snd Certificate of Award

ik, Cancellation of Invitabion and Rundvertisoment After
Oponing of Bide

15, Qualified Froducts

Procurament by Negotistion

1, Mewning

2. Use

« Clrouwmatovces Permitting Regotlastion
« Eecorde snd Reports

«» Types of Contrecis

. Advance Paymonie

O P

Procurement From or Through Other Government Agencies

10 UBE

2, Totermivation of Aceount snd Metiod of Paywant

3. Procurement from Cenersl Services Adminisiration
L, Proeurement of Printing snd Releted Supplies

% FProcurement of Frison Nade and Blind Fade Products
£. Cpen Merket Frocurement

. Fereim Purchase

1. Voucherad
2. Unvourherad
3. Unlimiied Use of Vouchered and Umouqlmmﬂ Funde

Taxes

1. Federal
2, Stete of lLocsl

Bonde, Surciy and Insurance

1. Bonde
2. Surety
3. Insurance
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PART TV FURCHASE, SECTICH ¢, Policies

. Senelsd

fhe Agency shall use that method of procurcment most adventageous
Lo the Govermment, price, quality, secrsity and other Cfoctors conaldered,
? X LAY 2

Vherever possible the Armed Servvices 1 ureuent Repulations will be'
T'ollowad,

2, Vouchered funds will be used to the greatest extent pogsible,

b. Uavouchered funds may be used only whore the necessity therefor
heg heen determined by security requizenents, or when the Agenoy need
precludes normal procuremant,

¢, The Contracting Officer will be vesponsible for proper notifica-
tion, to the Fimance Representative within his areq, of 21l obligations
incurred, ‘

a. Government fzencies

To the extent prasticaile equipment, supplics and services
shall be obtained from other Govermment Agencles within the scope of
existing repulations.,

b.  Comereial

Regurdless off the method of procurement from commercial sources,
full and. free competition will be solicited insafar as possible within
the provisions of remulations and security requirements of the Agency,

When foreign purchases are to the advantage of the Government,
or are essential to Agency operational attaimment, they shall be made
in accordance with regulations.

4. Buy American fcl

The Buy Auwerican Act applies to raw materials and mamufactured Pro-
ducts, In the case of mamufactured products, the Buy American Aet applies
: v to the end product itself and to the components direetly furnished for that
, end product. Contraching Officers will comply with the provigions of the
4 Buy American Act (Title II, Section 2 of Ach, 3 March 1933, 47 Statute,
1520, 41 U,.S. Code 104-D),

P
.
%pﬁ:"»,..fs e

Eanscivy Inbarmnhion
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Loonob preludieial bo other B4 m*’a.
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officer who will publloly open the bidy and read them aloud.
- 2 o
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i > N oy 2
; o &, Eids will be heplt cecurs and will be opemd only by a comtraating
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sodd B othe public in W Gowel courge of

s
L0 mlh
(2) 4 boxe £ide mamlacturer!s agent roonlarly woployed on a
walary or sounlssion waels by one or aorw moulaetumers of the
muppiies belng procursd, provided much sgent e autlordty o W
the manulacturer, and provided Doedder, thet any prosureasmt of
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in the mse of the priceiyei,
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(3) In the case of euppiies of pavtiowisr kinds (Juuber and
timber produsts, ooal, machine tools, rew cotion, eoflec,
hay, grain, feed, and atrew), 4 povson or i stisfying the
requirensnte of Artinle 101 (b) of the Reguintions, as smended
from time to tims, poeseribed by the Secretary of Lavoy under
the inlshwlionley Publle Contraabe set (41 U.3, Code 35),

be Awerd will bo made to the lowsst responsible bidder, dlusounty
and othor factors counsldered, whoss bid is most advantageous to the

i mm'

¢. When two o more low bda are In all facbors equal, awerd will
be made by drawing by iet., This drawing will be witnowsed by at
luottthr« peracne and may be attended by bidders or thelr repra-
acntatives,

4, Somll tusiness conecyns, employing fewsy than 500 persons, will
o awarded contracta where possible ae follousy

(1) vben one of saveral Jow bide ism misitted by & seall
siness sonesrn,

{2) When several such concerna submit equal low bids, awerd will
be mide by dvewing by ot lmided to oweh scmzorns,

(3) When sevemal such comseran oubmit equal Jow bide, awerd will
be mde to the concern, which will perform the contimot $n a
distronsed soplogment area o deslgoated by the President,

(4} vnen two or mors of weh concerns, which will perfare the
comtract in 2 distrossed employanad aros, sutalt cqual low bide,
award will bo aede by dwwing by 1ot Iisited 4o such concerns,

o, hen one of twe o wors equal low bidders will perform the come
traat Iin & distrossed euployment aves, award will do mde o such
bldder, whother & mml) business consern oy not,

£. A prelimfoary drewing by lot say bo made to deteraine whieh of
severs) Mdders offering the product of oue mepufseturer will be
inoluded do the il drewing to determing the awamd,

10. Informdiion.to Ridders

Upon request, unsucsesaful bldders or their authorized represamtatives
my b given ibe maames of euscessfu) bidders and the priees bid, when sesu~

a; The origizmal of all rejested and unmiccessful bidy, & copy of the
ssoepted 24, and & ocpy of the abetmet of bids will be reteined by
ok officer, All rejocted bifs will be kept availadls for
iagpection by suthorized represomtatives of the Compiroller.,
X e

I
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3. Shmdomenbond Septilloste af Aemad

B eommoetion with every purehage mede by Forwml advertiaing, the
soptracting eifioer will erecuie and sudnii 1o the Jumpteslisr o sriakanent,
avireled 4o papers and dosuments comstituting dhe aubeaet, Iodicsting:
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socuiy balognedon,s

FART IV FURCHASE, CROTION ¥, Proouramms
Feop oor Throwh Other Govorrssont Asenies

L. jme

#, The Ageney will plaes wrders with any othor Governsent Agency
o deperinent for duppllios or goewiess whish sueh sgoney or dopatbe
ment moy be ahie to furtdsh.

by Tu ogush imedsoooe whers supplico ol gervioes oan be proouged
nore econonicelly ant/or officlently, avd with advquate sescurity
safepuida, the sonbraching offieer may purehane Jiveetly S
aompperciel aommoess, wworiding sueh Jushifiemiion i6 o mattor of
reeord .

2, BDotsredoatios of Amoent and Mebhed of Paement

Upon regquest by the department o agency invelved, s elvanes
by ek WALl be mude Yor nll or pavt of the oost of gupylies gr sere
wiges 40 bo feralshod.  Were en sdwnee is wade, oropty papmenk of
ectapl sosk will b medu go spreed wpod. The smoamt to bo pald ghwll
B bened o the sobual vondt of supplics or pervices furnished.

Re Froctroment Srom Goepdenl Sereioes Adeindatyetion

The Federal Supnly Zebsiule of the Gensral deyvices Adainistration
will bo whilized s far an preqblooble In proswresent of supplics and
sporvices. The Agensy will, vheooevey pessible, proows sumplizg o sare

ioss from Supply Cowbers of the Qenaval Sepviess Admindstreblon.
%

% Frocwegent of Privtine and Relnted Susplles

Privhing, Weding and reletsd supplies will be srocursd In socorde
anee with regletions of the Congeeesiongl Joimb Comeittes an Prinbing.

5 Procuresant of Sreleonudode sed Blisduinde Products

. Prosuement of supplios sowmefasctwrsd by Fofiors) petal lastiiue
tiome will be wede when supplics sre svailable and such praouement
in preoticsble, In thogs instonces When gudh presvessent 1o not
yractionble, & apecisd clasrence oom e obtelned Trom Peldersl Prison
Isduetiy, Suoe., ¢fo the Depeartment of Jostice. Heguests for sweh
aotion will be direoted to the Chief, Procurewest pmd Suyply OFfFlee.

be Bupplles listed in the Schedvis of BElind-Made Prodwets, fpsued

by the Peleral Sepply Servive, fonesd Services Mminlstretion, will
be wrooured from noneprofiteonidne spenelss for the blind et the prives
determined by the Jommitiee on Porchases of Bilnd-ade Producte.
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&« Open Market Procurament
fnly im cewaes of onergeney, whieh sve Bdly Justified to the shilew

faction of the Pinspee Divislion of the Ageney endfor The Gensvel Account.
Iy Offioe, will spon parket proovpament Lo mede of Lhe following itens:

a. Govermment Pelnting GPfioc

theniand fome, bound booke, prasshboard netebooks, stonographors

notebooks, blapk bookn, wuled semic, stock teblebs, blenh peper, Wlotiing

pEper, enriboped, powsboord, giue, and all types of Yake,

e Blindemnds Froductos

Dows brocia, sbnir pads, rubberisod febelo wste, plilow cascd,
Lomnds, Wops oo wop eodies.

. Podoved Frises Iolustrlest

Brooms {othey then sora), brushes, canves goods, apeblegs, wood
specisttion (euch an deak tveys), glewds, wood biosk dtype unbs, metal
pponinlties and laundey sorviow.
d. Csoorvsl Borvices Adoinisteation:

Thewe Linbed In sbook emtelog or Peorel Dapply Schodule cone
Tagate .

2. Pogt Offise Sepeedmewt {(Schménle Sh

Printed snd plaln envelapes.

SECREL =2~

Secwity tnformatlen
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PART IV PURCHASE, SECTION I, Bonde, Surety aod Insurance

1. Bonds

e forme and provisions oF bonds, and thelr proparabion, wrecutlon
and sdminigtretion, shell be in pccorfiance with the provigiong of A5 PRy
Seetlon X, Part 1, smd will be pxooubed oo deemed necessary by tae oon-

tracting offlaoy.

8. Dofinitions: As used Iin thie Port I of Section X, the following
toyms ebell bave the mesnings set forbkh helow:

{1} Bid Bond: A bid bond is & vond ascompenying 6 bid in which
the obligor obligates himgelf in an mmount otated (the pensl sum),
which vbligstlon, 1% is gtated, ip TO ve vold If:

(e} the bid is nob withdrewn after the opening within the
period speeified in ihe bid, or, I no shorier paricd le
specified, within sixty Qmye; and

(v} o writben gontraet, with such Thepd or bonds 6 way be
reguired, is executed within tep days after the preseribed
forme ere presented for sigpature.

{2) Performance Bond: A performance bond is & bood which isg
expeuted in compoction with & contract mod which secures the pere
Pormenes end fulfillment of all the undertakings, convensubte, texms,
confitions ond agresnents conbalned in the contract.

(3) Peymemt Bond: A peymend bond is & hond woich 14 executed
in conpeetion with e contract and which scowres the payuent of
all persons supplying lebor and seteriel in the proseeution of
the work provided for in the anntract.

(4) Advence Payment Bond: An advencs peyment honi 1e o bond
which seeurcs the perforpance aend the fuifiliment of a contreetusl

provision for the meking of sdvance paynents.

{5) Patent Infringement Bond: A patent infringement bond io &
pond whish secures the performance and MlPiliment of the wmder-
takings conteined in e petent clause.

b. Bid Bomdn: Bid bonds mey be requlired when, and only vken, the
golicitation of bids for & countract Lo pe enterad into ss e result
of forwal advertising specifies that the contract is to be supported
by & perforzence bond or by performance eni peyment bonds. When &
solicitation of bids requires a bid bend, the reguirement shell not
be woived unless it is waived equally for all pidders, Whenover a
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bid bond 1s reqwired, the penal sws thereol ahall be in an smount
deened adequete by the contvacting officer for the proteetion of
the Goverrnment.

@, ferfoxmance Bondg:

(1) Performence Bonds: FPerformance bonds in eontectlion with
condracts other than conbtructlon eontracts shall not be required
unlens:

(8) the molieitatism of bide roquires such o bond, or

(b) requirement of puch o bond is in the interest of the
Government aud not prejudicisl to the otlier hldders.

Whenever g performance bond iz requirved, the pensl sum therecs
shell Be in an smount decmed edeyuate by tho contrecting officer
for the peotection of the Govormment.

(2) Annuel Ferformance Bonds: Annunl performence bonds mey

be used only in connection with contracts other then construchion
contracts, ¥When oueh 2 bond s wged, and hos been completely
coligeted in a4 amownt equnl to the penal sum thersof, on addi-
tionel bond chuil be obtalined to cover addibional contracts,

d. Poyment Bonds:

(1) Poyment bornds 1n conmeetion with contracte obher than con-
strueticn conbracts: The sxtont to which payment bopds will be
reguired in comestion with contraeis othex then construction
coutrocts shall be in accordutice with Agency proeedures, except
that the reguirements of sueh 2 bond shall not be wadved when
an Invitatlen for bide requiree 4 payoent bond. Convermely,

o peyment bond shell not be reguired wnless:

{a) the solicitation of bids requires such ¢ bond, or

(t) requirement of such a bond is in the intercet of
the Govermment and not prejudiciel to the obher hidders.

Whensver o peynent bond is required, the penal pum thereof shall
be in an amount deemsd sdequeks by the contracting officer for
the protection of the Govermmomt.

(2) Advance Paywent Bonds: The extent to which sdvence pey-
mant bonds will be wequired ghall be in scecordance with Agency
proecdures. Whenever such & bond is required, the penml sum
thereof ohall be Iin en wmount deemed mdequate by the comtreeting
officer for the protection of the Government.
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(3) Patent Infringement Bomdp: Patent Infringement bonds shell
be required only in conncctlon with comtracts eonteining provie
slon for petent indeenity, and then only 1f a performence hond
has not beoy executed and if the £inancial responsibility of the
sontrector is unknown andé doubtful. Whenever sush & dond is ro-
guired, the penal sum thereof shall be in an asownnt deemsd adew
guete by the contracting officer for the probection of the
Government .

(4) Other types of Bonds: Other Lypes of bonde mey be wsed
only when, in the oplnicn of the head of the promuring astivity
concerned, such bhonds are necessary or desirveble {n connection
wlth the procurement of periieuler supplisg or services.

(5) Ixecution and Administration of Bonds: ‘The forms end
provigions of bonds, ond thelr prepavetlon, exesubicn and admine
igtration, shall be in accordance with the provisions of thie
rogulgtion and with procedures presceribed by the Proswement
and Supply Offica.

2, Burely

Good and suffleient surety will support every bond required or used
in comnection with the procuresent of supplles or serviees, end will be
in aceordance with AS,P.KR., Section X, Part 2,

&. Optlone in Lieu of Suretles: Any obe or wore of the following
types of socurisy llsied below ney be deposited hy the contraetor
in liew of fuwrmnishings sorporate or fndlvidusl sursties on bonds.
Any aueh secwriby accopbed by the combroctivg officer sball be
prompbly Swned over Lo the disbursing offlzer concerned, and such
security or 1lis equivalent akall be roturnsd 1o the coutrpotor vwhen
the dbligation of tho bond hes by its terms cemsed.

(1) United Stetes Bonds or Notes: In sccordance with the pro-
visionz of the Act of Pevruary 2k, 1919, sz amended (6 U.5. Cofe
15) end Treasury Depavtwent Civoular No. 154 (Fobruary 6, 1935),
eny person reguired to furnish & bond has the opbtion, in liew
of furnishing surety or suretles theveon, of devoziting United
States bondg or notes in an smount equal at their poar walue to
the pensl oun of the bond, together with an agrecment authorl-
zing the colloetion of sale of such Unlted Glates bomds or
notes in the event of default oo the pensl bond.

{2) Certiried or Cashier's Checks, Bank Drafts, Hemey Orders,

or Currency: Any person reguired Lo Twrmish 2 bond hag the option,
in lien of furnishing surety or swesties thereon, of depositing

e certlfied or ceshler's check, o benk Craft, a Post OPfice momey
order, or cwrvency, in en asount eguel to the penal sun of the
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Bopronii 1t .
W g e ey

bond provided thal the penel sum of the bend is not In excess of
$50,000. Certified or cmshier's checks, bank drefts, or Post
Offlen money ordere shall be drawn to the order of the Treasurer
of the United States.

b. Consent of Surety: In connectlion with any emendment, wodification
or supplementel agresment which would otherwise effect the relesss of
a surety, or In any other situation es presordbed by Agency policy,
the controcting officer shell obbtain the writlen eonsent thereto of
the suvaty or swreties on the exisbing Lond or bonds (notwithstanding
the feet thet thore moy ba on additionsl bond supported by o new
surety), provided thet mo such consent need be cbteined 1f there is

gn ineressed or sdditionsl bond oupported by the some surety or
sureties.

3. Insurapce

Contract clowses with vespect to inswrence, awd the sdministretions
of insurance reguirements, shell be in ascordence with the provielons of
A8 PR, Beetion X, Part 3, and will be oveouted sa desmed neceRany
by the contrecting offiser,

a. Insurence in Connection with Pived-Price Covirsctm: In conneow
tion with fixed-price eontracte, the Agenoy:

{1) ehell require such insurance as is vequired by lav wnd
(2) way in s3dition yequive prescrided procedures only:

(a) to proteet the Goversment with respect to responsibilities
lmposed by the Covermsent on the conmbractor in eomnsetion

with Govermment property ueed or furnished for the porfor-
wance of the contreet, or

(v} in specisl coses vhen insurence iz decned necessery
in comagtion with the perforasnce of the conbroct.

b. Ipsursnea in Cormention with Cost-Reilmburoement Contrmets: In
contection with adst-reflabursment contrects, the kinds of ingurance
listed below shall ordinerily be required by the Agency wnless the
contractor iz legally lwmmuna from liability, or has an accepteble
program of gself-insurance, approved in aceordance with prescribed
procedures. No other kind of insurence ghall be required or approved
wmnless:

(1) required by law, or

(2) deiwed necessary, in accordance with preseribed procedures:

Saeusity Information
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(a) to protect the CGoveroment with respact to responEih Ll
tioe lmposed by the Govertment on the contyactor, 1n comneg.
bicn with Govermment property used or Purnished for the pers
formange of the vonbrmcet, or

(b) in specisl ceses whon insurance i deewed necessary in
connoctlion with the pexformanoe of the eonbract.

(3) Vorkmen's Compenastion and Imployerts Ligbhiiity ITnewance:
Horluents Compensation and Smployer's Tdobility Insweanee shall
be In sn emount neceusary to provide adequate coverage for all
dusteiel injuries and bthe oecupstional Jdincases ineurred uy
the eoutractor's employeen in the performance of the eontroet.

(&) Ceperml Lisbility Yosuromee: Cemersl Lishility Insurence
shall Be in an awount necessary to movide sllequete protection
egringt liabllity to pevsons other thaw the contrastor's eme
ployees, For bodily Injurivs and Pop demege Lo the propsity
of third persons, reeulting fvom the performence of the cone
wroaet.

(5) Automobile Lisbility Tncuravos: Autcwcbile Bedily Tnjury
and Propexty Dumage Lisbility Ingwrance, on all vehieles used
of  the contractorts premises in comechion wish the perfornance
off the contract, ehall be in an snourt necensary to provide
adequate wrotection to the Govermment,

(6) Adreraft Lishility Tnourance: lhoreyver applicabla, Alre
exaft Linbility Inswrenco shall be in an oot neccesury to
provide adoquate probection to the Goverrment.

¢, fontreet Elouses end Administrasion of Tnsurance Fequirenents:
Contract alouses with respeed o ingsursnce, and the efpintetrabion
of Ingpurence requirements, shall be in accowlamee with the BE0w
rigiony of thio reguistion ap? with rregevibed Agency prosedures.
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